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The following report represents the results of a series of
transitional projects for the Institute For Responsive Educa-
tion, for the Department of Humanistic and Behavioral Studies
(both at Roston University), and for Humanistic Rducational
Ressarch Publications. All editorial work was accomplished

" by Rhonda Gordon of H.E.R.P.. Due t¢ the transitional nature

of this report, the entirety of this atudy does not represent
any of the views of associated institues and centers which
spohsored only its elements.
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£, : .
A humanistic interview is a special kind of conversation

where there is an intent by either the interviewer or .partici-
pant to focus on thair respondent as a person of growth rather
than as an object of inquiry (cr case study). Therefore, an
interview is sore than an opportunity to "sell yourself." When-
ever a person is in the procuss of "selling" they are treating
~ their selves as objects. However, if an interviewer accepis
tnis selling tactic, he is therefore approving objectivity. Hu-
manistic Interviewing is a cluster of beliefs uand skills that
both interviewer and participant can utilize. There is an empha-
sis upon "both" since not all interviewers are humanistic and
not all participants are alike. _To achieve humanistic results -
it takes two! Remember, because you are humanistic or wishing
to be, do not expect othars to share your phllosophy.
As a protest against Behavioral Interviewing-prlnoiples,
Humanistic Interviewing attempts to
l. regard the participant as a proactive being-using
the self as an instrument-a process of becoming; rather than a
reporting stimuli of one's behavior in terms of observable re-
sponses and stimuli that immediately occurs after a response'
(under conditions that are controled).
- 2. develope techniques and principles; rather than
sprend greater amounts of time'on bias reduction.
3. spend more time in applying psychological princi-
‘ples to the environment; rather than be concerned with labora-
tory control methodologies. '

What is it to be a humanistic being?

To be humanistic is something not to be studied but to be
experienced. Every person to some extent is humanistic; but to
be fulfly hunanistic y-u .uzt be willing to learm. tn grow, to
feel,\i‘r be sensitive within and outalde yourself, and to real-
ize and understand your own uniqueness as well as the unique-
‘ness of others. From birth,‘we all to some extent have been
trained to hold back our emotions: MNer should not show emotions

)
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in public or private (such as orying) while women, the so-call-
‘ . ed "weaker sex" (ha!) having no will or control, can show their
- emotions. "We" also have been trained to mind our own business
not become involved. Just answer this question: If you
lady beiug attacked while no police were in sight, woald
ze a nearby group of pedestriaus to0 come %0 her aid?
To be‘humanistic, you should assume the responsibdility
for your ideas and feelings - so start saying "I} "me," ané
| - "my." fTo start, this author will now use "I" rather than follow
the more conventional style of writing - "we." "I" feel that
you should say "I," for ®I" care for yoti'and weant you to grow.
To be humanistic, try to use your feelings as a tool for
communication. After rapping with a canper, the head counselor
came over to ms and said, "Steve, if you want to be sincere in
what you say and want the camper to know, just put your arm
around his shoulder. In order to be perscnsl, you must behave
personal.” It worked - I was able to show what I felt. It's
hard to show your feelings eince you were trained from birth to
. refrain. But -in order for a conversation to have meaning, you
must put meaning-in what you say. Feél*ngs are central for
growth to occur - when you are aware of your feelings and ideas
(or in-tune with your feelings), then you are in the process of
becoming sensitive to oneself as well as to others. "Sensitiv-
1ty" comes from the word "sensory" which means "feelings."

What I sense :
P ,l‘l am sSensory aware (sensitivity)
what I think -

Applying your feelings to a conversation is not easy to
- learn. Feelings like other activities, are learned by modeling -
the underatanding of oneself through the process of observing
another's entirs behavior. Many people, especially students of
of psychology, assocliate modeling with Behaviorism, Even though -
Behaviorists do use the principles of modeling, it is basically
. a Humanistic process. R;rqember, Behaviorism is basically the

el
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psyohology of elements thlé Humanistic is the psycnology of
wholeness. Therefore, what seers to be = - Behavioristic proe-
ess is really guite Humanistid. I will not g0 intd modeling
since there are many books sclely orn this topic due to the
efforts of Behavioral interests. : ‘

Before going deeper into feelings, I would like to first
atate brief}y an important concept in humanistic: interviewing -
irrediacy. Immediacy is the on-going process of being real
within zn interaction or "what is really going on between the
two of us?" Remember feelings (as well as emotions) are not
strzaight forward concepts but rather tric:y networks of sensory
interactions. -

Feelings About Ydurself And Others

When was the last time you talked to yourself? Come on

now - admit it! Everybody talks to themsslves; -there is noth-
ing wrong with it, »nd any. y it 1 a natural process which you‘
cen not stop. OK, try not to think.,. Tt s imvossible! Talk-
ing to vourself is an on-going process. However, when was the
last time you talked with yourself. Talking to oneself is a
one way line of communication whereby you are telling yo ur con-
scious self some message. For example, ybu are walking down a
atreet and you see a beautiful girl who is well built and you
say to yourself, "Oh, what a great 'look-in' chickl" You are
now communicating tc y.ur conscious self this information(trans-
fering sensory to verbal information channels). However, if you
later say, "Yes, she is good lookin, but my gal 1s‘ten times ’
better," you'are talking with yourself. Talking with yourself
is producing a conversation where-as you are receiving outside
information and relating it to your needs, wants, desires, etec.
It is a two-way communication link. What T feel about myself..

. I feel with myself. '
) Self-concepts are those perseptions you have about your-
self: how I see myself. However, how one sees themselves is

10




‘ based on one’s beliefs and how others effect our beliefs. Since
: ‘ man in general is a social animal, what othors say or do does
\ nake an impact on how he behaves. Asking the cuestion "Who am
I? is not enougn to really know oneself. "“Who am I in this
situation (or bxperience)?" 18 a more important question. You
must constantly ask questions in order to know your "real" self.
Knowing yourself should be a time consuming po{%ion of your daily.
© living. 1If you do not know yourself, then you can not grow to "
bé a fully functioning person with uniqueness of recognition.
By not knowing yourself, Jou can not be,a”self-actualiéing (a
person who strives for fulfillment)-person. A8 an interviewer,
You must know yourmelf in order to know others. However, more
importantly, you should understand yourself, your needs, your
wants, your deéifea, and your ambitions. When you fully under-
stend yourself, you will then learn and grow out of your daily
living. Thronghout my interviewing'career, I have asked myself -
ten questions repeatedly to help my own Belf-anafenqss. I now
would like to share them with yous '

‘ 1. Who am I (in this situation)? ' &
2. What am I trying to accomplish?
3. Do I like myself now...then?

4. What did I like best sbout myself in thot situation? =

/
5. What did I like least about myself in that 8iltuation? /
6. What impact was there in communicating with otherg2.— - _~
7. Were my needs fulfilled ? '
8. How much of the day was I by myself?
9. How long did I think with myself?
1C. If T could do anything over, what would it be?

Remember these are my daily questions that I ask "with» myseif

to understand myself and-were‘tailored for my needs. When you -’
- ask yourself qﬁestions,_have them tailored to your needs. Ask-

ing the right questions can make all the difference. It does not

take any deep psycgotherapy or meditation to understand your 4

needs, your desiré¥, as well as yourself. By realizing what
‘you- say, how you say it to others and how others react to your

™.
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. remarks, you are indeed making sSome attempt to understand your-
‘ self. By organizing your thoughts und feslings and checking
for any irrational thoughts, you are cre ating a climate of. self-
understanding.. One statement can swi up the whole concept of
‘the self: YOU ARE THE SOLE AUTHORITY OF -YOUR SELF.
. I have noticed throughout my yéarslan increasing amount of
. pepple meditating. To be a fully humanistic self, one needs
- not to meditate. Understa%ding oneself and nedit%tion are not -1 Y
| the same. PFor one thing, understanding oneself is =n on-going
S process which occurs when you are eiperiencing a situation
 whioh has great importance to you. -Meditation occurs-everyday
¢  at a point of the day chosen by youreelf-and not related to any
' type of experience(s). Uﬁ@erstanding oneself is done as an in-
 teraction process, between yourself and the environment. Medi~
tation only involves youreelf and not the environment. Self- i
understanding is an active-exhaustive process whefeas'medita—
tion might be exhaustive but passive. To bhe humanistic, you
must be willing to get and be involved with others. There are
‘ more differences but I feel these are enough to make.my point:
if you want t0 understand voureelf, you must interact in the®en-'
'vironment in which you want/ko be active in. “
| -In order for you t0 derstand yourself, you shou1d have
an awareness of the self fas well as for others. Self-awareness
- comes through-a deep understanding of yourself. After develop-
ing a eelf-concept you will be ready to observe and understand
others. I stress "understand" so not to confuse this with anai-
yeis. ther—awerenese is concerned wi+h your understanding
others in rélation t0 their total beings. When“éna"i;,ino others,
you are undersianding others by reducing then to elements. Anal-
ysis 15 a procee~ 1nvolv1ng deep level’ thinking and deen level
training. . Understandipg others as total beings is no more than
‘being aware, that those you recdgnize as madels have impact on
your hehavior. Other-awareness does not require deep thoughiQor ,'
‘deé? 1eve1 training to put into practice. :
When you eee “jourself and others in positive»waye, you will
‘ be ‘able: to understand youreelf and others as people of worth.
' _FSelfé@eteme 48 the on-going process of 8eeing onesslf in- essen- "
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tually positive ways, while other-esteme is the on-going pro-
cess of seeing others in essentually positive ways. It is not
eagy to think of nurselves and others in positive ways. Con-
cepts such as "Original Sin," "There is some good in every-

tsdy," and "Seeing is believing" all have one underlining theme -

man has to proove himself to be good! " Myths understating that
“boys are little deveils," and "girls are mede of spice" do not
help looking at oneself in positive ways either. Suspition and
mistrust have evolved from, these myths and are shared by many
a8 baing the truth. In order to have self-esteme and other-
esteme, you must realize that what you were\raised to helieve
about tnese myths have no premise. Man 1is not born evil; he is
born human! How he behaves ‘according to your beliefs ‘'will make
him ®good" or "evil" in your eyes. Try to be positive when
dealing with yauqself and others.

In order for you to get to know another person, you both
must bs willing tc be self-disclosing. Self-disclosure may be
defined as the sharing with another person how you feel about
that statement, issue, or event you just have said or done.
Selféﬂisclosure does not .mean revealing some secret or intimate
confession of your past exparience. The key word in this- de-
finition is »feal.® By feeling some relevant past ereriencs,
you need to be open and real (honest, authentic, genuine).
People who gossip have no need for these qualities, since their
main purpose is-just to disclose facts. Therefore self-dis-
closure is a risk taking experience that will help clarify why

‘y’ﬁ are reacting a speoific way by revealing some prior ex-

perience(s).

As an interviewer, you need to understand and use self-
disclosure as a way of providing in-depthness to an interview.
Thus, - s ' ‘ '

1. self-disclosure will occur when a person respects,
trusts, and knows the other person (people should not self-dis-
close when ﬁeeting for the first time) and vice versa;

2., the more self-disclosure you are willing to imitate
(1f condition one is found to be satisfactory), the more likely
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tne participant will respect you as a person of worth; and

3. an increase of self-disclosure will stimulate in-
crease of self-disclosure of the other in a non-threatening
atmosphere.

Also, I have found that interviewer qualities such as.
flexability, adaptability, and openness produces an increase
awareness to self-disclosure. You must realize that as an in-
terviewer you can only self-disclose if the situation calls
for i1t. That is,if a person responds to your self-disclosure,
then you might continue it. If a person does not respond,
then drop it. It should be obvious that the .more self-dis-

" 6losure one initiates the more in-depthness the interview be-
‘comes. Research, job, and training interviewers (for example)

may find no need to self-disclose since most of the time the
participant and interviewer are strangers. '

Before even starting to be humanistic, you must first have
confidence in yourself. Gaining confidence in what you say or
do is essential and should never be overlooked or underrated.
Confidenoce is that honest and free expression of oneself in
gome . expectation of being accepted by the receiver(s). To be
confident all the time is just not human, since at one time or

enother we have all experienced some form of rejectiom. As I

wrote enrlier, it takes two to produce humanigstic results! As
confident as I am, I must depend on the receiver to accept .
what I say or do as being the real me. If the receiver rejects
what I say or do, themn I must re-evaluate ny beliefs. If I can
not find any rational reason for my rejection, then I will ex-
perience self-doubt. It is my self-doubt that will avoild my
being ovefconfident, since I will be constantly in contact with
ny beliefs. However, if I overdramatize my fear of rejection,
I will experience a fear to be with others (1solation). Thus,
to avoid all of -these feaps, I must be in-tuge and in-touch with
my feelings and beiefs - I must engage in feedback.
Feedback, .is an on-going self-disclosing process whereby a

 person reacts to another's bshavior (other-disclosure). Since,

feadback enzbles a person to receive additional information in
a non-threatening climate, the interviewer must be ponfident

1

\
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tkat the psrson receiving the feedbeck will not become defensive.

' A way of avoiding defensiveness is to just deScri'be rather than
Judge the behavior of the person. Emphasis should be given to
the deacription of bebavior. By being concise when describing
the behavior, yow will not be attacking the personality of the
individual. People are most sensitive about their total person-
ality rather than one aspect of their behavior. Also keep in
mind that when you give feedback, your concern is on "what" has
besn said, and né& the "why." Remember, you are describing not
Judging (or analysing) the behavior. For fsedback to be most
effective the interviewer should relate the other-disclosing be-~
havior to the here-and-now.

Self-Disclosing ‘ Other-Disclosing (feedback)

Uncovering how your . Uncovering how the behavior
behavior affects you. ) of another affects you.

[~
»—
<
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The Five Criterias PFor Becoming
‘ A Humanistic Interviewer

p quma)hstic Interviewer should perceive the participant as an
individual of personal warmth and growth, rather than just-
another case study. ~ :

A Humanistic Interviewer sho>uld perceivs the participant as a
person with self-asperations and goals, rather th:un a per-
son fulfilling the goal of the project or interviewser.

A Humanistic Interviewer should be avare of how the participant
perceives him and not interested in steriotyped roles.

A Humunistic Interviewer should identify with the participant's
strengths rather than avoiding them.

A Humanistic Interviewer should be confident of his own strengths
and recognize these strengths for further gro.th, rather than
be confident knowing the interview goals.

1)
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The Growth Index
. The followin&,rafing items of *he hnre-and-now index might help
you to quantify your level of growth. Try to be as hoaest as

possible when rating this index -~ it is only for your own use!

l. Do I know who I am?

1 2 3 4 5 ' ¢
I am . I am no
not sure very sure :

2. Do T have an impact on others?

1 2 3 4 5 ‘ C
not _ highly no

aware aware

3. Do I have a sense-of self-identity?

1 2 3 4 5 0
weak strong no
sense S - sense
' 4. Am I aware what I am?
1 2 3 4 5 ‘ 0
weak strongly no
- awareness ) aware
5. Do I haeve any sense of self-respect
1 2 3 4 5 0
weak " strong no
sense sense
6. How much do I self disclose?
T T 23— 44— - 5. o -
not very very ' no
much : much ) :
7. How much do I accept my strengths and wesknesses for what '
they are? - .
1 2 3 4 5 G
not very very o no

much , much
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8. How much do I say the word "I" in daily 1ivihg?

- ) 1 2 .3 4 5 C

not very very no
tuch - muach |

9. How much do I "feel" with people in daily 1ivink?
1 2 3 4 5 ' C
not very very A o
much ruch

1C. Row sensitive am I with myself? |
1 2 A 3 4 5 0
not very o very 20

sensitive . sensitive

Row, total your scores and see the Growth Tndex Quantative Chart

below.,
I
- (=20 pts. in the awareness of growth

- , ; S 2 '
‘ | 21-30 pts. in the process of growth

|
i 31<45 pts. | much growth
?

46-50 pts.  over confidence
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Chapter Two. What is an Interview?

' . Two-Way: An Exchange 0f Information
. P"RICH"

. Comnversation: By Verbal And Nonverbal Coumunication
- Specifio Purpose: 1In Order To Solve Some Purpose

19




14.

&n interview is e two-way conversation with a gpecific purpose.
‘ Thus an interview is

I
an exchange of i
i
|

information :
by verbal‘and
nonverbal
communication

3 in order 10 solve some
purpose.

Two-Way:s An Exohange 0f Information

What one calls "an exchange of information," others call
"communication."” The basis of all ihterviews is communication.
Not only do *I® exchange information overtly, but "I" also com=-
municate within mys8elf. The basic difference between man and
._ lower animals is man can converse within himself or "talk to
bimself." Cnmmunication occurs when I send a message (verbal
or nonverbal) to another person with the intent of that persoﬁ
responding. A highly simplicit illustration follows with ex-
treme caution to its oversimplification. |

Person A channel - Person B
Phase 1  sender ——-—-——-- -—----- -3 TOCEiVEr—
, receiver s ----= - - - -=-- - gender ¢ Phase 2
Phase 3 S;sexmer “m e e e - TEC@1VET

The problem in analyzing this oversimplification is the assump-
tion that communication is a one channel cause and effect re-
lationship. If communication is just a pure cause and effect
process, there would be no interation. Remember:
Communication is a constant (always changing) process
which involves verbal as well as nonverbal modes of
‘ : . behavior. | "

Q ‘ ‘ ' 2 () .
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- ‘Thus communication is a3 complicated intcrpersonal vrocess where
the comnunicater is botii sender nand receiver.

Person A channals Ferson B
Phase 1 gender- &« -~ - T T - - - recelver-
rne e mmm e . ——D
receiver . _ . - . . - - sender
receiver- ~ ~ LT » gscnder- Phsse 2 .
gsender . _ L receiver
Phase 3 sender- . - > receiver-
receiver « . . .. .... - sender
(Key: verbal -- - - 3 nonverbal -- - » )

- Sending Effective Messages:
The key to communication and sendlng effective messages is
to0 understand meanings. Veanings are man-made relationships
 whioh you would make between some symbol (verbal/nonverbzl) and
. how you interpret that symbol. | 8

Your Meaning =,Symbol + Your Interpretztion
p The fact that meanings constantly change, many times interpret-
ed without reason, and relate to personal aspects of relation-
ships.produces a complex interaqtion between symboul and your
interpretation. - Thus, meanings do not have a single use. Be-
cause of "my" concern with this complex interation, I formulat-
ed 'RICH" (Responsibility - Information - Channel - Harmony).
Being a humanistic interviswer is not easy-not only must
you\ggl huran, you must be husan. "RICH" is a series of prin-
- ciples that will hOpefully produce effective messages, and
thus grow as a. comnunicator— the first step to- becoming 2 human-
istic interviewer.
A basic ‘focus of "RICH" is ta.ask questione. Never be
: .embarraseu, aohamed, or affraid to ask anothcr person what he
‘ means by a word or phrase(s). Without clarity, a conversation
is at a lost. |

~

,EBiq; , 21
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"RICH"

RICH (Responsibility - Informatici - Chennel - Hariony)

- consists of a series of remindars for you to send effective

mess .gcS.

R (ReSpOnsibility):' *I" should always be feSponsible for
wha§ "I" say as well as what "I" do!
One way of taking responsibility is to use personal yro-

. nouns such as "I} "me," or "uy" to express your feelings and
. your beliefs. For example, “"We like ice cream" might express

the belief that you as well as others like ice cream. However,
being in a group does not put the spotlight on you. 1f you
said, "I like ice cream," then you are taking a stand; therefore
you - as a person of worth and importance - are stating how you
feel about your belief. MNanv people tend to express their be-
liefs in terms of group behavior. By deenfasizing your own be-
liefs, you are socially conforming. There is nothing wrong in
conforming withir groips, however, you should not conform to

the extreme of lousing your self-identity.

I (Information): By providing additional information, my mean-
ing (or message) should be as specific and éomplete as
possible! o / :
Remember the equation: Your Meaning = Symbol + Your Inter-

pretation. Well leta put thiec equation to practice! Meanings

depend on how you feel about yourself as well as to the receicer.

Symbols and Your Interpretation constantly change and involes

the personal dimensions of behavior. Not unly must y.u relate

your meaning to the "I" contex of thought, but you-must also re-

| ~cognize the receivor's attitude about yurself. This is some-

times called the "credibility of the sender." For example, in

- order for you to be an expert, the receiver as well as your-elf

must recognize you as an expert. The same goes for trustwor-
thiness. The receiver must perceive the sender as trustful as
w81l ms the sender must perceive himself as trustworthy. If
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- an interviewer wants to be recognized as an interviewer, he as
‘ well as the receiver must recognize his function as interview-
er. Remember - it takes two to produce Humanistic results!

L .
C,(Channel)z I should always try to use more than one communi-
cation chainnel. ' '

. Verbal as well as nonverbel communication sh:uld be usad
as well as interpreted when relating with others. Body languase,
speech lags, hnandwriting analysis, and lipreading are all forms
of channels. 3By .using various channels, your messages will de-
‘velop a clearer interpretation. o ' :

H (Harmony): I should let my verbal and nonverbal expressions
harronize. ‘ '
Can you imagine a person smiling saying "I feel sad today"?
‘well, it happens all the time. P2ople are not aware that they
are even doing it. Your speech und your emotions are two dif-
erent things. Speech is a conscious. part of you while emotions
‘ are less conscious - rnany +imes automatic. So make sure that
what you'say -is actually what you feel - end more importantly
what you feel, you will say!

Convarsation: vVerbal And
Nonverbal Communicaiiodn

" An interview is not only a verbal exchange of feelings,
jdeas, and opinions between two "Or inore people, but involves
all of our senses: >
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How many times did you attend an interview where the inter-
 viewer told you or evaluated your beliefs or feelings. 1In
humanistic interviewing, the participant tells the interview-
or their thoughts and feelinis. Thus a humanistic interview-
er describes his participant; responses rather than evaluate%
them. Many people gquite often confuse the word "description”
and "evaluation." A_descriptioh confirms what o person actu-
ally did while an eValuation judges the persont's actions.

A humamistic interviewer not only treats but actually believes
that each and every person is an individual of growth, worth,
-and fespect. Judgment therefore would only dehumanize the
interviewing processes and create a climate of "I'll tell you~
You don't tell me!l"™ 3y describing a situation you are telling
as it is! Por example - '

"John swims quite frequently."
"John swims 5 laps/day."

In the phrase "John swims quite frecuently," the person is com-
‘menting (evaluating) to the degrce of John's swimming based on
his criteri® - thus a judgment. However, when he says "John
swims 5 laps/day," he is statirg a fact based on what has re-
alistically occured. ' N

A forthcoming section ("Suggestions For Creating, Humanis-
tic Rapport") will incl@de cdditional tips on verbal + nonver=
b21 comrunication as apﬁlied to humanistic interviewing. ‘

Specific Purpose: In Order To
Solve Some Purpose

an interview is a two-way conversation with a specific
purpose and not® just a social conversation - many times lacking
2 purposel " T

g, . oo
v -~




2_.

19.

Relationships

‘Social
A two-wayv conversation may
-be initiated by either per-
- son for various reasons -
commron experience, compan-
ionship, etec. . . |

Usuelly, in sooial rela-
" tionships the participants

have some similar points of

interests—backgrounds—his~
torical, claae' political
1nterests, occupations, etc.,

@uch a conversation must
nge‘the cooperation of
both .individuals partici-
pating on an equal plane
of reality. \

Rolees are designatsd by
soeial norms. :
ie: zother, father, TV
 repairmen. ?

iGoaaip; exchanging jokes,
stories+ideas, and other
forms of communicatica are
directed and-guided by
both parties. -

How long a social relation-
Bhlp lasts depends on the

participants and can not be |

_predictéd nor encouraged.

A

)
ubg!

“de:

. Interview
The interviewer initiates the
interview for the sole purpose
of providfﬁgi“receiving,_in—
fluencing and/or motivating -

- information.

The interviewer and partici-
pant have no comron pts. of
interests and if they do, it
is because of coinsidence
rather than actuality.

Such a conversation many times
does not have the cooperation

of the participant and not re-

lating on equal planes of re=

-ality.

Roles are designed by- the in-

~ terviewer in an environment

most familiar with the inter-
viewer and less familiar for
the participant. -
therapy roles

"The interviewer guldec ani

many times dlrocms the inter-
viewe.

How long an interview relation-
ship ldsts depends on when the .
task or goal.is completed. Many
times -the time for ending 2 re-
lationéhip can be predicted and
is definitely encouraged.

~
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. Wost interviews hove basically three characteristics: .
’ / ‘l; ‘A clearly defind objective (purpo-se) ‘
. 2. Some plan as to achiev:mg these obaectives.‘
3. A humanistic rapport between the interviewer and the ¢
periicipant. ’ ‘
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As I wrote earlier, an interview is a two-way conversa-
tion-with a speeific purpose. Just to list all the reasons.
people utalize interviews would result in writing a book of
purposes. An interview is an "exchange of information" +tool
that can have basically four generai purposes depending on
"what type of Jnforwat1on you want to know. Thus,. an inter-
‘iewer may wdat to provide, receive, 1nfluence, -and/or motiv-
ate the participant. : . » L

rrobably waen you were réading such words es "provide,"

- "receive," "ihfiuence," and "m?tivete," suchrtﬁouzhts as "cold
words,*" "mechanistic," and "cut-and-dry" might have Been run-
ning through your 2ind. There is more to interviewing than
Just an "exchange of information." Communlcatlon, meaning,
aad "Rich" . are a}ltpart of the interviewing process too. So
why the "cc¢ld" words? To proove two points: ‘

Point #l._ Words without feel%ﬁg’heve 1o ﬁedhing.
" Foint #2. Do not assume that this author is gn autior-
ity because "I" am -not-vlaying that role -
f facilitator yes; .authority - no. o

Iroviding and receiving inforration &oegs not bh1§ mean

the transfer of informatjon from interviewer to participant

and vise versa. The hutnan side ol the transfer of inforumation

can be interpreted =s furnishing‘ipsight, growth, and further-

ing understending. Nany interviewers influence to such a de-

gree as for the interviewer to control the participant/zudi-

ence, and,motivate to a lesser degree as to discourage question-

ins. However, the humaristic interviewer wishes to influence

in such a way as to promote further growth for himself as well

as the participant. WNotivation is encouraged_and hopefully

‘used to produce some form of action upon the participant-as&—

ing aueStions: Participant guestioning is viewed 48 basic ele-

ment for a healthy growing interview atmOSphere to evolve.
Interviews, based on the previous purposes, is a handy

- tool. for researchers, employers, or average citizens to use.

Another tool closely related to ifiterviews are questionnaires.
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Knowing the purnose of interviews can be Of‘gnqgt help in gener-
al;zing among the various tools of exchanging infdfmation (ob-
. servation, surveys, etc.). However, when diseriminating occurs,
5knowing”tﬁé burpose may not be helpful.” Furnishing insight, h
growth, gnd furthering understanding are also reasons for using
questionﬂdires. Thebnext step when discriminating interviews
and cuestionnaires is to asi "When are interviews and cuestion-
naircs necessary?"

The Four Types Of
Intorviews

Probably, your first reaction when reading this heading
is "Oniy four types of interviews?" (Qf course there are more
because the degree by which the interviewer aad par%icipant
are intcraciing are nurerous. What produces an interview ty-
pography is the interaction between tue interviewer and the
participant upon a series of varinbles within the context of

. the interview. These variables add originality to each and
evéry interview. The context of the interview is the typology.
Thus, all interviews consist of some exchange of information
by which the interviewer wishes to influence and motivate the
participant/audience."There are basically four types of inter-
views - all of which exchange information:

1. Inforzation-Gathering Interviews (Investigation, Fact-Find-
ing): _
Examples: Reséarch, personnel, journalistic, mediéal, and
social service interviews; police interrogation
interviews. 3
‘Objective: To receive information from the other person.
Plan:'b Present a questionnaire to the participantﬁby"uée
of verbal communication. '
Rapport: Be“yoursélf.

2. Information-Giving Interviews (Persuasion, Fact-Giving):
. Examples: College orientation and guidance interviews; class

2%
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lectures, advisory'boards; advoetacy interviews.
Objective: To pr.vide information to the other person and
then try to motivate :nd influence ain.
rlunc To prov1de a check-list of alre;dy prepared
' Answars. ‘ 2
Rapport: Be yourself.

Problem- bolv1ng Interviews (Treatment, Iroblew Solving

Encounters, the H~lp1ng Relationship)

Exanples: Counseling, therapy.

0bjectiy§° o) receive, provide, 1nfluence and motivcte 1n-

' “w formation to the other person.

Plan: - Bzsed on one or more personality theory(ieéj.

Rapport: Based on one or more personality theory(ies)
role{s) (ie: Freudian, Behaviorist, Rogerian,
etc.).

Demonstrative Interviews (TV Tulk Shows):
Examples: Radio and TV. .
Objective: To receive =2nd provide information before an
' . audience in a "show off" or "displayed" manner.
Plan: Based on a secript. |
Kapporp: _Act, role, or bLe yourself.

|

\* The Puvpose Of Questions

To quanfify facts.
Example "Does any member of your household receive medi-
l cade?. yes ‘no."
I
To deduce opinion (attitude) or knowledge.
Examéle:L "In whut ways do you believe medicade is being

| abused by the medical professionals?"®

3U




Type Of Guestions

Open Questlon - the interviewer provides the participant
with no cues (informatlon) on how to respond.
Example: "Who is the father of psychoanaly31s°"

Closed Question - the partlcipant is forced to choose an
answer (ie: rank, multiple choice).
Exauple:  "Who is the father of psychoanalysis?"

' 1. S.PFreud 2. J. Ford 3. P. Smith 4. A. Neil

Probing - this is a way of recelv1ng additional informration
because of either unclear or incomplete statements from the
participant.

Example: "Can you explain a little more."

The Interview And Thé Questionnairé

‘ An interview und a questionnaire can either be considered
separate data gathering methods or one, an extension of the
other. The basic difference between an-interview =nd a ques-
tionnaire is

in an interview, the questions are susked ,orally while
in a questlonnalre, the participant reuds each ques-
tion. As for thcir formats, there are no dlffercnces.

When is an interview necessary:
l. When, you as the 1nterV1ewer, need 1mmed1ate informatlon in
—— @& tomgleted format. ‘
During an interview session, you will receive all "
the answers to your cuestions. However, in o quesz
tionnaire, participants freouently do not complete all
of the information that is requested.
2 When you want to receive as clear an interpretation to an
ans.er as possible ¢
. In an ianterview, you can receive addithnal feedback

31
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(ie: nonverbal feedback). Also there is less of
2 chance that the participant is lying since there
is a face-to-face relationship.
3. When you want to further explore each answer.
In an interview, you can alvays acsk the partici-
pant to explain further.
Wheg is « questionnuaire necessary?
1. When your interview-process is based on a low cost factor-
*nno need for physicai.facilitias.
'no'training of .interviewzrs recuired.= S
c¢limination of travel cost and travel time.
2. When anonymity is‘impOrtant.
Remember, unless you are a psychiatrist or hold a
therapeutic license, you will not have any therapy
privileges of confldentiality} you are not covered
- by any law of confidentiality in the courts. So,
do not "cun" a participant or yourself - you cen.
rumor!

Al Advance Sw.mary: Stages Of An Interview
And The Cuestionnaire Frocess

Interview - . Cuestionnaire

1. Know your environ-ental needs and problems."
2. Understand the dimensions of step no. 1.

3. Identify vour own biases .nd prejudice:. : e

4. Be fa.iliar with the projéct.

5. Ke.d tiais book. ‘

6. K..ow what produces tensions.

7. sel.ct a sample., '

de. Select ~ place for the 8. Select an approach to how the
interview, , guestionnaire will be distrib-

uted.

. Prepure the interview- 9., Write » questionnaire.

ing room |

32
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11.

12.

130

14.

15,

27.

Develope an Interview 1C. Data gathering before an
Guide Package. ‘ interview. : -
Data gathering before 11. Distribute the questiomnaire.

an interview.

The Interview. 12. Compiling the data.
Compiling the data. 13. Analyzing the datas,

Analyzing the data, l4. Writing the results.
Writ{ng the results. ;

33
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To produce a humanistic climate both interviewer and

. partic’ipant must accept and utalize the basic principles of
humanistic psychology and human relations. Of course this
book will not include all of the concepts and rrinciples be-
cause that would not be humanistic and humanistically possible.
By providing you with a t-.ste of huvanistic beliefs, you might
‘want to read other works by other Humanisticists. Lemember,
this chapter is centered on my beliefs based on my experiences
and does'hot represent the totality of humnanistic beliefs in
the specific or in the general. Here are uome of my personal
principles that I nave found most helpful.

1. All of the following suggestions are part of un on-
going prucess and should not be used to solve a specific prob-
lem, relationship conflict, or for the sake of using these sug-

gestions.
- 2. Nisuse of the following suggestions can create side-
effects. # ) '
Suggestions ' Misuse «
’ “Be expathetic : Appear Sympathetic
“ Listen Not Caring; Daydreacing
Be Authentic-Genuineness Bad Personality
Reflect Volleying Cuestions’
Respect - Overe.otional
Be Concrete , Too Fussy
Be Open - o Gossip
Self-Esteme Bosting
, Trust - R Gossip
R TF- ¥ o 44 4 ¢ - - —-——Too Erotional — —
Relax Too Calm

3. How much of a humenistic quality you show (thét is the
degree of your hwnanistic cuality) will depend on how much the
participant will accept and relate to you (the interviewer).

For example, if you self-disclosed and find out thzt the partici--
~pant's résponse was fhc same (that is, provided yéu,will'feed—
. back), then continue. However, if he did not resyond or re-

30
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sponded negatively - STOP. Renember to produce hwnanistic

—results, both-interviewer and participant must stow huranistic
tendencies. ' ‘

4, Use the following suzgestions ‘in the light of improv1ng
a relationsnip and/or transiuitting information.

' 5., The constant use of these suggestions will produce a '
climate of deeper feelings and growth. However, if the situa-
tion docs not depend on such growih and feelings, these sugges-
tions should be used in moderation. _

6. All of the above euggeetions have two dinensions - the
n"gelf" and the “other! The "“self" are all those personal quali-
" t¢ies within your control while the "other" contains all those
personal qualities by which you influence others. |
7. As an interviewer, you 8should experience the positive
-attitudes (sugéestions) toward the participant without feeling
trapped by these feelings.

Suggestions For Creating
Humanistic Rapport

1. Be‘kuthgntic - Genuine (or Be Yourself)
If you want to create a climate of trust and confidence,
be fair and honest with yourself and the participant. Try

to avoid a stereotype role - you will not impress him! Peo-
ple can perceive\falseness and steriotype roles. By being
real with other people, you w111 be able to do away with a

Growth comes whzn you talk honestly about. your (or
other's) feelings.

2. Be Able to Respect Yourself And Others
Respect, is a process whereby the 1nterv1ewer cares for
his partzcipant (or himself) and believes with him (or your-

self), that he (or you) cares. When you listen and respond
‘accurately, you are communicating with the sender - "I care

36
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4~and—wan%—$ewﬁﬂders%and—what you are saying;"~9Caring here
‘D “is interpreted as a nonposessive c:_uality;l it is more of a

concera for rather than an ewotional cuality. .

3. Be Acceptive

Try to accépt a person for whut he is and s he is,
not by what he should be. Each persua is a unique iﬁdivida
ual with qualitiés.unlike any other person in this world.
As an interviewear, it will te your job to accept these in-
dividual personal cualities. Close to the concept of ac-
ceptiveness, is another popular humanistic concept - self-

" actualization. Self-actualization is a need to strive for
fulfillment. Belng acceptive, as 10st humanistic concepts,
have two dimensions: the self and the other. ‘Both self-
acceptahce ond other-acceptance will produce empathy and
opennéss. -

4. Be Concrete

Concreteness, is an ongoing process whereby the inter-
. viewer enables and ech)urage.) the participant to be us
specific as possible about his feel1ngb, beliefs, and ex-
- . periences as he 1is relat1ng to the interviewer. Try not to
assurne what othors’ say bacause assunptions zare deoendent up-
_on Judge&ents. A huraenistic interviewer as well as a human-
istic participant should not judge one another since respect
© of oheself (and others) would be at stake.

e e e et e ey e o

5. Be Open (Reveal Never Conceal) ... .. ..
 Openness does not mean telling everythlng to everybody. =~
For example, discussing one's sex activities is not open -

for discussion since it involves your partner's respect for
privacy. ' :
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Secretness————> . Openness—-—-> Gossip
too close: too open:
conceal ' reveal

To create one relationship by « «

concealing revealing one- betraying an
~oneself and self and accept- individual and

not accept- ing others. not accepting

ing others. ’ others. |

Openness, is an on-going relationship in which one accepts
theuself in the light of others. An issue closely related
to openness is the profess1ona1 s attitude when answering
"personal questions or "Should a professional, such as an
interviewer, answer pesrsonal questions?" The answer to

such a guestion is not easy. ‘Sure you want to reveal - but .
what? You can reveal what is i.portant for the participant

ta kncw. "Remember, you are not the one being interviewed.
Since any porsonal comment might lead to a positive or neg-

“ative response to the participant's opinion(s), you will

only add bizs to the project. It is importunt for you to
be courteous and explain why you can not answer the ques-
tion - remember, peopleAaré sensitivel" Quotes surround
the last passage because this is a typical response "that a
Behaviorist or cxperimentzlist might make. If you like
“the ab6§§_5§§g;ge, I suggest that you read some Behavior-"
istic books. As a Humanisti¢ Interviewer, you should ‘not
be concerned with bias. Feople change bellefs if it cor—
rebpbnds with their total belief system. A rational per-
son does not change his way of thinking because another's
beliefs are different. If you can produce an atmosphere of
openness, adthentibify, and acceptiveness, then what you
say or do will be resrected, but not encouraged or expect-
e¢ to be acted upon. ' ‘

Bn Trustful .
Trustworthiness means being real. Whatever attitude
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or feeling you are now experiencing must be matched by your

‘awqreness of that attitude or feeling. Remembef; distrust

can reduce information shared.

Be Warm

By having a warm interest without any emotional over-
involvement, you will be producing an'atmosphere whereby
trust can be established. But most ifiportant, try to be
nonpossessive. )

Be Fwpathetic ,

Empathy, is an on-going process whereby the interview-
er is imaginatively able to place himself in the other per-
son's role and/or situation in order to fully understand
and be sensitive to another's fe=lings, attitudes, logic,
stc. in a given situation. To be émpathetic is-to be able
to feel with the other person. ¥any interviewers confuse
empathy with syrpathy (the ability to feel for the other

person). Not only does the interviewer see the way the

participant sees, but lets him know what he sees - feedback.

Listen To Yourself And O'thers

. Many interviewers do all the talking and receive little
if any feedback. 5o, before you greet your participant,
ta2lk and listen td'yourself; get everything off your mind.
The most important rexinder is to prbvideAthe participant
with your full attention: he has much to say so be silent.
Try not to be embarrased by'silence - underutand the mean-
ings and cbserve what the person is dving. Try not to fill
in gaps with unnecessary questions or comments (you mlght
appear impztient and rediculoug). Here are some tips to

help you %o listen more effectively:

a. Before you speak, organize ) our tnoughts.

- be. Wheq sgea(lng, try not to inciude too many tﬁoughts
in one sentence. ’

¢c. Answer when you have to and try not to interupt the
participant by constantly saying "yes." Instea nod your

[y
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~answer (use nonverbal feedback)

d. Relate wnat you say to the pre 2vious stiteinent -
build onto your conversatlon. |

e. Provide your upiost attention - it is not easy, but
at least be aware.

f. Listen to the- tatal (verbal and nonverbal communi-
cation) message, and not just-to detail. _

g Keep the conversation alive und try not to be af-
raid of silence.

h. Try'not to crltlclze the speaker since thlu w111
eneourafe Jjudgerent on your part, and dlscourage nonest re-
plles on his part. ‘

Reflect

. Whenever you are in doubt about what the partlclpant
had just said, repeoct his st: tement in Jour own words. In-
terpreting th: right infor:at.on is- import: ant, aowever, do
not reflcct too often or you misht appear just volleying

questlons. Remarber, you are not a parrot - so do not minic’

whisper!

the'participantﬂs stutenents. Always repeat stuterents in
your own words. Also, reflect in terms of stitements and
never in terms of questions. Here are some stztemunts
that you might want to usc wfcn initiating a reflect10n°

"You feni ees! _

"You ithink ..." _
"It seenis to you that ..."

Later, these phrases ray be dropped ‘but for now praciicg
using these statements. Reflectlon sounds easy but it is
not - so try not. to be discouraged - it tackes practice.

Relax

When you relax,nse'will your participéﬁt. Try not

to tap your foot, your pencil, etc. Also watch your pos-

ture - try not to be "stiff," and/or "extremely relaxed."
Speak in a moderate tone; do not out, but try not to

10
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Be Observant : L |
You should notice = ’ | :
(Nenverbal Cues): body tensions, flushing, excitability;'
' cloths, briefcase, hat; |
posture, gestures; |
arm, leg, snd hand movements;
. forgetful passages, silence; -
(Verbuzl Cues): : wordo and phrases that have com.on.
: meaning, doubletalk;
overtalking; '
lecturing;
snap judgement;
what is said and unsaid;
how well the interviewer grasys'the mean-
‘ ing to. your questions;
incousistenciés, siips;
recurrent ideas,nthemes;'and references;
open and closed statements (sentences);
J/ sudden snifts in the conversation, gaps
g ' in answers. - . f

Watch For Your Own Expressions

If you seem tored, so will your partieipaht. You
should not oniy observe your participant, but’ also observe
vour own behavior. Remenber, be yourself - be at ease.

Ask>6ne Guestion At A Time J

Remenber, each question is»importﬁnt/end significant.
When asking two or three ouestions simulténeously, you will
/ _
bo confusing the participant. !

K

How To Keep The Participant Talking (Verbdl) &k ,
a. "Um-humn," "hh-hun " "zo0d," “J see," "that's 1t,"
"yes," * .
b. Provide praise, enC)uragement, supporting comments.
c. Clarify statements (reflect)
d. Use neutral phrase (probes) - for more information

*

on prob1ng, see the f0110wan: sugsestion - "Probes ”

» ’ S 5
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“ 16. Probeuy “ .
. , . A probe is no :ore than shaping an uanswer. There
10 are basicelly two sinds >f probes:

~ - ' - = clarification prebe
. . - &xploratory probe

" - A probg is used when =’
: N :

- words have oné-or irore :..caninss (clarifi;
cation probe), whsn ’ )

- phrases sceen aedulngleb~ (clirifjcéfion
probe), and ' .\

- to provide adaitional inlornation (px- —
ploratory probe).

An e.ploritory (completion).probe is used to provide ad-~
"iitional ‘detail tu =2n answer which is too general. Some
sugrosted exploritory »robes are:

" wAnything else"
"Is there anything else"
‘ ‘ ‘ "What else occurs to you" ’

) "Could ybu tell me zore about "
"Tell me more about th .t
"ihat do you hive in mind there"
"Whot else can you think of"
"Does anythlng else come to your xind"

"Are there any other ~ (reason, 1%emS)”
"How did thut happen to come ubout" v

"Wny do you feel thut is so"
Ny a0 you feel that wuy"
"What do you tnznk causes that"’

i b1~r 1y probs is' used to PXyluln apfahc;éur response.
S me cuggerted el irity probes are , °
1

U'I am not sure I understand you"
T don't quite see what you mean"
"Cin you explegin a little iore”

" ; g "Can y»>u explain that a little more"
<
o : L. W12
FRIC c : .

Aruitoxt provided by Eic: . ~
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"Could you give wme an. examnple of n
"Why is that"
vIn what way"
/ "What do you meun by that"
' w§hat would be an example of that"
nCould you explain what y'u meun by "
"How do you wean __ "

"In what way"

Some Tips On Using Probes: )
- ugse unbiased phrases - never convey a
negative or positive ovinion
- state 2 probe in terms of a st:tement
rather than a gquestion. |

How To Keep mhe ‘Interviewer Talking (Nonverbal):
Smiles o
Nods | B >
Show of Friendliness and Enthusiasm -
Frovide Attention
Silence |

A Reluctant Talker

_ If the participant is reluctant to talk, be sincere

and explain why he should resyond to vour questions, and ;
the importance of his cooperation. Find out why he is not
responding - the reason might be a reaction to your be—

havior (annoying and disturbing behavior that you might

not be sware of). If your sincere intent does not work,

just droo the interview as politely as possible. Also

thank him for his interest in your project even though

'~ his interest has diminished.

The Interview Session o

Set the room ﬁhe way you want prior to the participant's_
entrance. "

*Never show the participant that you are disorgan1zed -
it may veflect upon ‘the whole outcoms of the interview.
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2. When greeting the participant, shake hands, refer to a
formal approach ("Mr.", "Mrs.", "Miss", "Ns.") and point
'to a chair. '

*By shaking hands, you are nonverbally accepting the
' partlcipant's presence and welcoming it! ' D
-'True, first names do promote informality, warmth,
.and ten510n reduction, but it may not warrent the situa-
tion. ThereAwill be many instances where furmality must
override informality. By starting out formal,'ﬁou can
always turn the interview climate to informal, but this
does not work if you start informal and try to change the
climate to fornal. Confussion will occur and possibly a
development of a laék“of‘trust. Also many people feel un-
zasy if a stranger greets them by their first name. Al-
ways ask the participant if you can call hiwm by hic first
| nzme. Also when using first names, it might help if the
participant can call y.u by your first name. Try to im-
agine yourself intervieWing a person by his first naze and
he calling you "Mr.". There appears to be & phony image
when both inferviéwer and participant can not share the
sane level of communication.
*By pointing to a chair or showinz where he can hang
his coat is providing some direction to the interview.
You areAin control, so be in.controlz '

3. Small talk is overrated.
Vany interviewers believe in small talk*
| | "How are you?"

"Nice day?"

"What is your hobby?"
Small talk is nice but not very creative. It can also
lead to tension. dJust imagine yoﬁrself in the partici-
pant's p051tion (reflect). Here you are, 'in”some office
or home ready to be questioned; you are curious, but the
interviewer is delaying the interview - why? - Maybe some-
thing terrible is going to happen? Tnstead of small talk -
get to thejinterview; do not w.ste time! Here are some

11




39.

sturting lines (only for suggestion):

' *tell the participunt why he has been selected.

" +tell the participant what agency is doing this otudy.
*why? - maxe the main purpose of the interview clear!
<tell the participant that what he says is confiden-

ti.1, but do not emphasize this point. Instead of small

. t.lk, get the facts straigat!

— 4. The participant is huszan, and ‘should be treated with re-

spect and as -s individual of uniqueness.

The interviewer should introduce himself ~nd state

“the purpose of the interview. I was once interviewed for

.an hour without ever knowing my interviewer's name It

sounds rediculous but it happens. It would be a good idea

to state your name and purpose because sooner or latef,

the participant will ask for it. There wis = time when I

was an undergraduate in corlege and volunteered to parti-

cipate in a research study. Not knowing the nuture of the

project, I found out luter that I was in the wrong room
‘ : vo_.unteering for the wrong project. As a result, I de-
veloped a list of safeguards for interviewers to follow;

a. When greetihg the'participaqt, state your h

‘nene. |

b. At the start of the intervice session, state
the purpose of the intervicw - even if it is obvious! For
exanple in a job. interview, make sure you have the right
person to be interviewed.

c. Interview each participant alone. By group-
inz the particicants, you will be treating them as objects
rather than unique individuals of worth. Each person has
a right to confidentiality and this could not be maintain-
ed in a group. .

d. After statin~ the purpose, you should receive
feedback to see 1f the participant is still interested in
being interviewed. 1 remember one time a person being
interviewed lost so much interest after he had heard the
‘ " purpose that his answers were bland}

o ' 10 o ’ R . 1
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e. Tf the person does not want to be interyieWed,
then thank him for his patience and end the interview. v
Never nake a person do something he is not interested in.

f. Make sure théat the participant's remarks are
kept confidential. Showing is. believing.

All of these safeguards are wore than just interviswer
courtesy trénds. They should help the participant feel
wanted and appreciated. If anything else, they will

help provide dignity and importance to whut y.,u are doing.
The interviewer should allow opportunities to maxe the
particivant feel that his answers are important - Non-
sense ! " .

A big nistake interviewers mske is to stress so much
importance on Making“the participant rezlize that his an-
swers are impbrtant, that the interviecwer does not real-
ize tiis is the very‘tning participants dislike. A
Behaviorist might spendftime developing the parficipant's

attitude toward their answers, because it will be their

answers that the interviewer will be measuring. However,
the Humanistic Interviewer believes that the person as a
whole is morg itportant than what he replies. If you
treat a person of worth witn warmth, ecpathy, ahd respect,
then that person indirectly will think more highly in hiz-
self as well as his ahsweps. By putting the emphasis
soley on answers, the participant might feel that thc in-
terviewer is wmore interested in what he suys rather than
what he feels. As a participant I constantly experienced
this tread of sayins just "the rizht thing" rather than
what I really felt.

3.

BehaVioristic Interviewer: Treat the participant as
an object, si;ce it is his answers ‘that
will be the interviewers tool. -

Humanistic Interviewer: Treat the pirtic.pant as =

| person of worth, since it is his total
self that will be the intérviewer's\
tool. R o

<>
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» 6.‘The intervicwer should huve o neutral ap,earance - Non-
" sense! » _ 0> ‘
There is no doubt thit one's appearance is impor-.
tapt wud that ‘it contributes to the pusrticipant's im-
pression of you. However, dressing in the stiyle of the
participant or dressing in a dull fashion is p ain down
ridiculous, since both you and the participant have en-~
tirely different roles. As an interviewer; you have an
oblig:tion to be sincere and honest witli your feelings
as you would wahé the participant to ve with his feel-
ings. . Most participants know in advonée as to who they
are dealing with, what orgaxization is Spdnsoring the
interview, and having some ide: of what to expsect in
terms of interviewer appearance. An interviewer should
v appear as himself so t. provide tie participant with
fecdback us to the interviewer's per.oonality. However,
the interviswer should wlwsays be aware of who‘he is in-
7 terviewing so not to antagonize that person's beliefs
‘ with unnecessary emunition, An interviewsr should dress
the way he aliays dresses and never apologize for his
appearance. In preparation for interviewing some "hard-
hats*, I decided to trim my lengthly hair ratﬁer than
cut it. Ny interview partner paniced aﬁa cut his hair
lshort. When the session started, to ny surprise I es-—
tablished a better rapport than my partner. As one
"hardhat" said after the meet;ng,"doe% your p=rtner al-
ways wear his hair that short. I have to wear my hair
short because of my helmet." Wwaat my partner did was to
treat the participants as objects rather than as people
of worth. In this case, the participants did not object
to the long hair buf really objected to what hippies
-stood for -~ dirty, lazy, freedom appearance, etc... Whether
right or wrong, this was how they felt. Also by coming
as a long-haired (down to elbows rather down to midnesck)
pierced ear dirty individual, I would only antagonize their
‘ belief system. If I wss a hippy appearance person true blue
I would probably nat have interviewed these people since my

o _ . L 474
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belief system would definitely antagonize these people. o
Another area closely related to appearance is your speech;

An interviewer should speak at the 1evel‘which-représents.a

compromise of that individual and you, rather than a group of
individuals. Speech, is a communication network thet is hard
to simlify. As an interviewer, you should not try to talk
above or below the level of~speqch of your participant. Rath-
er than talking g0 your participant, why try talking with him.
Since speech is a conscious actlon, people are most aware of
your speech patterns. Try td avoid phonyness and a vocabu-
1éry that would be hard for the participant to comprehend. Al-
so remerber that perfect speech is poor speech. Speech is a
way to communicate and in the English language, the pronunci-
ation of each sylable of every word is not communicating. Nost
peovnle have sloppy and slany speech and as an-interviewer, you
must be able to communicate with an individual. MNany text- '
books write that interviewers should control their Speéch, and

pronunciate in the style thut tne participants, as a group,
~ speak. As an interviewer, you should never control your sSpeech:

since you most likely will spend too much time hearing what
you say rather than what the participant has said. Relate and

"be yourself with moderation. As far as being "one of the gamg'

well forget it because you are not. . When you are interviewins,
you are not parf of the group. By treating each person as an
individual of worth, you will be able to communicate with that-
person. By treating pe0p1e as objects or as a mob you will
only look ridiculous since the participents know you are fak-
ing. .

]

7. Avoid Viriting -

Nonsense - MNos% likely, you have not been taught how

. to observe without writing. Let's face it, you are not a

Fark Avenue analyst with a cassett player. You are You -
a citizen, a peer! So writel ' ‘

Try not t0 be .afraid to use reminder tools such as
guidesheets and checklists - they can be of enormous help. =
Remember, whenever using any form of tape recording, in-
cluding cassetts, you must inform the participant of its

=
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presence! Failing to do so can creete legal problems. If
you still want to use tapes, provide the-participant with
a choice (explain why you want it). If still relﬁctanf;f'
do not uge tapes. ’ ' : "

Present questions in a .rofcssional manner

. use visual media to stress a point (slides,
pictures, etc.). .

. 8it directly facing the participant. Eye-to-
gye contact is important for verbal and nonverbal and none-
verval communication. : ‘

. talk to the participant on his level; try not

“to impress him with big words (he might have a lurger vo-

cabul-iry than you).

. avoid drilling or éross-examination. Try to
make the interview as pleasant =s possible.

. avoid- asking questions which lead to a "yes"
or a "no;" you will not receive much feedback.

. ask ons question at a time.

« ask all questions exactly as they appear and
use probes only when directed to the Interview Data Guide,
(questionnaire). This will add to the flow of conversation
(you will be fariliar with practice) and provide e natural
flavor, ' ) ‘

.-each question on the questiionnaire must be ask-
ed in order for the interviewer to receive all necessary
information. )

. stick to the subject; do not sidetrack (remem-

"ber: a conversatiow with a purpose).

Respond to guestions in a professional manner

. be nonjudgemental.

. reflect when you need to. -

. allow sufficient time for the participant to
respond to your question.

. do not overtalk.

. do not give advice. ;

. get the full meaning of each respomse - never
guess or assume you have a correct interpretation: reflect

r
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when, and only when, in doubt. B

. met all the facts - doublecheck!
When to close an interview? , _
ave conpleted‘your objectiveu; setting
a time limit is no way of hondling the closure: You ure

Whenever you

astacing duct’ you will rinish on or befcre your tiwe is up!
some finisaing notes =
_ o Hnd in a positive tone: a rollow-up might be
necegsry and you wight-have to contact this person again,
o Summarize your raints and contribute your own

imvressions. .
. Find out how he liked the interview = any com-

zents 1ight helo you in future interviews. _
.« Tell the participant how he can fipdlout the -
results of the project.
o Thank him} A
Edit the interview after the participant has left (while
the interview is still fresh in your xind). - '
. Vake sure that your handwriting is clexr, and
readable. |
. B . Nake sure thiat your participant's remarks are
his remarks: re-exam your biases and prejudices.

ol
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Data Gathering Prior To Theﬁlnterview Session

Twa Reminders: ’ | :/)

1. You should try to lruve all data gafhering information (suchl
as Autobiographies, Per..onal Dita Blanks, and Cuectionnaires)
completed in advance. With this additional information at
your disposwl, you will be «llowing yourself enouga time to

review the participant's file prior to the 1Hit1ul interview-
ing sessions. b

2. Whenever mailing any materldls Ah1cn you expect the partici—
pant to reply (such as cuestionnuaires), make sure you include
a self-addresscd-stamped cenvelope, Research studies have
indicated a largér returh’percéntage utilized by this wethq
than just relying on each 1ndlv1dua1 tu'prepare the postage-
handl1ng returns. ’

Autobiography' this tyre of data gathering can be most useful.
in an intervicw. Basically there are two types of avtobiog-
raphies: , » T

/ ~

l. Free Response Autobidgraphy;*aﬁd”ﬁ

2 Topiecal Autobiography ‘
In a free response autob;ography, the’ part1carant writes auout
a wide rznfe of uxperiences covering a loag tire span (1e: ‘an
- autobiograrhy ol your llfe) A topical autoblogrdphs, deals ,
with & specific time interval ~nd_expcrience requested b; the -
interviewer (ie:.. an- autob1ogrdphy of your sumuer carp experi-
ences). . ’ o - S

Personal Data Blank: this type of d=zta gathering contains

st tement fill-ins to be Cuﬁpletea by the participant. Some
of the information covered by a personai data blénk might in- -
clude ideatification, hote znd farily background, acaderic-

vocational baciground and interest, aud medical history. :

.uestionnaire: just a reminder - a questionnaire canibe used

prior to-the interview session.

A
oo
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b




a7. -

‘Developing The Interview Questions And
. : Writing The Questionnaire -

Topic: A Letfer 0of Introduction

L=
-

A letter of introduction sent to each ‘participant should in-
clude such, information as to the purpose of the project (who,
what, where, when).

‘1. Phe first sentence(s\ should contain the purpose of the
© . interview (or questionnaire), why and how he gad been
.'selected, a description’of the agency responsible‘forﬁthe
project and where (a map) the interview will be located.
A map should only appear in an interview; questionnaires-
include a stamped-self addressed envelope.
2§VEmphasize that the interview (questionneire)is confidential.
3. By noting a date of return, the reader will know that a re-
sponse is expected during d set interim. ; >
s 4. Make the. reader sure -that his involvemer$- i35 imp0rtant
' and where he can obtain.the results of the study.
‘ 5. Whenever i+ is possible, have an authoritive or peer work-
er assigned as project directer. :

6. By having peonle of importance (or popular) sign their
names to.the letter the reader will know that the inter-
v1ew (questionnaire) is of some importance. .

Te Make the letter as short as possible. Read1ng an extreme-

: ly long letter will bore the. reader® to the point that he

e S epdll not respond to the lettér. :

8. Po stress importance, the letters should be addresjed‘ﬁqg
each participant. This will enhance the interview (ques-
tionnaire) and also, the reader will be impressed that you:
took the.time and the effort. |

Topic: The Four Basic Parts of The Questionnaire:
1. Directions: The purpose of the'direction is to provide

the reader with a.short summarv of whay the proqect is
.all about. Even thoughn. the letter of introduct1on is de-

‘ » signe a for th1s purpose, there is mo way that the research-
er,will “know 1f the partlclpant actually read it. The

e
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outline should read as follows:

‘ ' - Emphasize the anonymity of tae survey
_ - Emphasize that all ' questions must be unswered
- | - Emphasize "our" interest in his/her opinious

2. Suject Information: Usually, the first four or six ques-
_tion should concern the particivant in relation to the
project. When the ouestionnaires are collected it will
Qe the subaect information tha t will revoresent the buck-
grounds of each part101pant. Even though this cection is

called "Subject Information," try not to confuse th s
word "subject" with it's Behavioristic counterpxrt the
- noun "subject." The basic difference lies in their ap—

plication. "Subject information" refers to the whole in-
d1v1dual s charucteristics as ap-lied to tlie question-
nalreﬂxnpu1ry. "SubJect" in thz Behavioral context, re-
fers to.part of the individual's churacteristice =zpplied
48 an object of inauiry.

. 3. Basic ';ﬁestions‘° These are the questions of purwose ﬂ
(wniat the researcher is mainly interested in). TheSe gques-

tionsa conolst~ of the reason tor the project in the first
ploco,' It is 1mportant for fhe purticipant to answer all
questions in this section for the protocol to "be con51der-
ed. Incomplete end/or unanswered resihonses can only add

confussion when ouaﬁtification and/or anzlysis occurs.
/ .

4. Sugzesions: (commonly called comment ). Try to include

suégestions'whenever p3ssible. Many times ths coﬁments
could be helpful in'pegsonaliz1ng the data and suggesting
new ideas. Comments from incomplete questionnaires can
not be grouped with the co.:pleted gquestionnaires. However
v they can still be used! New and challenging commvnts, im-
. - provements, etc. are always valuable.

s

Topic: Basic Guidelines "For Developing The Interview And
Wrntwng The CQuestionnaire ’ '

‘ l. Always make the 1nterv1e\~ conf1dent1al and the quest‘onndlre
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. anonymous: ' i .

‘ this will diminish the partici umt'ﬁ fear of retaha-
tion. Since an interview is a confidential conversa-
tion, effort should be made to brotect the participant's
right for or1vacy. rpeeing is believing -’ma&e sﬁre'you

- have a "secur1ty" plan 1n Operatloq pr1or t0:.the inter-
view process. S

2. Always make the interview and questionnaire as short as pos-
sible: o o A | ,

a long interview and questiopnaipg will bore the partic-
ipant. Whenever writing on interview - questionnaire, |
always make sure that the inguiry or hypothesis con-
sists of as few objectives (or themes) as possible: "An
interview is a conversation with a specific purpose.

3. Always make the queStions of an interview and cuestionnaire
as simple as possible:

" . . confusion will only tire the participant and turn him
off to the interview and/ar questionnéire. Save Energy!
Also confusion can lead tae participant in perceiving a ,
guestion in the wronZ frame of reierence ard can also /
create a s1tuat1on of percenv1nﬂ the questlon as tricky,
hidden, and contq1n1uv highly reveallnT inner beanlng
only to. answer in haste.
4. AIWays make sure that the data is quantlflable.
\

\
+

‘interviews and questlnnndires quite often deal with n
nunbers. So m.ke sure thot these numbers represent

some foru of logic as to wnz you need this data for tnz
judgement process. N

5. Always state the title as "Interview" or "Questionnaire" and
never as "Evaluation":
an evaluation is only one aspect of the research
. process based on the data frowm the interview or ques—
~ .tionnsire. It will be your (on the interviewers as
‘ h a team) judgement and tae needs of the puarticivants

- oy
: L}

y
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4o add to the résearéh»data in order to "huuanize"
‘ - . the da‘qa.

: interviewer's judgements
P Sy

-‘%essarch data + Thumanizing the = Evaluation

s reaearch data
o o
the needs of the

participant

. 6. Always utilize various logical formats for writing ques-
o ~ tions: | , ‘
make the interview or qqestionnaife as interesting‘
and pleasant tb take. Never make the interview or
questionnairc’boring by just using one format.
7. Whenever possible utilize various media in presenting in~
formation: - ‘ | ' ~—
e slides, card, and tape might add originality and
7777 flavor to the interview and/or questionnaire.
8. Always eontain the four bdsic parts of an interview-
. . _ questi,bnnaire (Direction, Subject Information, Basic
’ Questions,_aﬁd Suggestioris) s ‘ :
likeﬂany form of speaking or writing, there is an
organization of thought. Wever waste the participant's
time by throwing them trash. Take vride in your work!
9, WNever use\theQWOrd "subject" when speaking or wh=n 'writ-
- ing either thb interview-questionnaire or in reporting the
resultss _ .
this word is too formalized and threatening to use.
In re§¥drch, :you should produce a non-threatening
atmosvhere = words such as "student n "partic1uan£\f
and "w?ﬁker* are much more relaxing to utilize. N
1C. Wake sure that the presentation (presenting the results)
corresponds % the interview-questionnaire .format: ’
never wr'te an 1nterview—quest10nna1re without first
thinklng ‘of a definite (not possible) presentation

\ - design.
‘ - Pre-rlanmng Is The Key For A buccessful Interview -
' Questionnaire Design.

ERIC 96 |
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Tdﬁ}p: Selecting a Cuestion Structure ‘

When writing a question, you should always-try to strcss upon
tihe most qggropridte question structure for your replics.

Such crLter1a as a "gnod" question structure or a "poor" ques—
tion tructure -should -be replaced by "approprldtﬁ" and "1na-
propriate" structure. It will he your decission, to be sen-
thlvc to the various types of ouestlon items so0 as t0 select
the most appro"rlate cuestion structure. There ure 5 general -
rules in narrow1ng a question structure:

1. Do you need an open-e¢nd or closed-end auestion?
An open-end quest1on will lead the partic.ipant to choose h1s
own response, while a close-end question w111 lead the re-
searcher to narrowing the reader's responses by offering al-
tarnitive answers. Thus True—False items, Nultiple Choice
itens, Rating itens, and Rank1ng items provide the reader with
direction and alternatives in choosing his answer. Esouy
itoms provide no forced selection of responses. L

uestion Structure .

N - |

Open : : Close
I [ ] L
Egsay TruefFalse Ranking GHating
\pultiple
Choice

S \
The difficulty with an open-end response is

thet 1t can nout
be quantified or put in some order.

.« How much feedback do you need? A r.ajsr reason

for selecting a specific structure is based upon the quantity
¢f information one needs. For example, true-fa1Sp iteus o=
vide few feedback options - it is either true or false, rlaht
or wrong, black or nn1te, etc. Howevar, to answer a question h
guc . 15 "Are yu an Awnerican CﬁtiZen?“,_is apprupriate cince

the particigant's inforration fits this type of structure.

o |
- i
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b

3. uke sure the question’strueture reflects the
gestalt (wholeness) of the questionnuire und/or ipturview. .
A question structure might apoear awkward bec=zure it does
not reflect the style of the quectionnaire. Ori -in ity ie.
gret, but it also iust be warrented:
Nover use a guestion structure to wvrovid vari.i:on uand
Jrivinwu*ty within the tota 1 questionnuire- 1nterv1ew
style format.
Variety snould be conside red in the tOtlLJty of 1111 questions
and orrﬁlnellty should uppear in the content of fhelqueotions.
4. You should unders-und the construction cuestion
items in relation to their uses @s vell as abuses.
5. Whenever in doubt, you can Seek consultants from:
. ‘4. University-College setting: professors
frow the Depts. of Bducation, Sociology,
ans Fsychology. '
b. Library: books on research, quegtionnzire,
and interviewing designs.
c. Community Agencies
d. Guidarce Counselors in th: schoo! systen.

Tovric: (uestion Construction

Luestion Construction is an esvential purt of the interview
process, You should always'keep in mind w0 y.u are inter-
viewing. Try to avoid the obvious replies to rediculous
questions. For exarnle, "when worcinn on your last job did
you get along with the employees”" If the persoun wants the
_Job, he will say "yes." However, if you sas ked him, "How was
the gu2lity of employer-employee relations," you probacly
will get an honest reply since the question was nonthreaten-
ing. Here are some boasic rerinders to follow:

1. Construct the questions in the language of the ei—

ployee. ’ '
2. ABK non—threetening~questions at the start of the
interview.

5. Avdoid asxing questiong with replies of %yes" 2nd "no."
. =

4. Ask cuestions with a purpose
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for you to understand the various question

constructions in order for you to sellect the most'appropri-
ate for your questionnaire. The following gquestion construc-

tioas that will

be listed are: True-False, Nultiple-Choice,

Ranking, Rating, and Essay items.

Tyue-False Items (Yes - No Response Item)

"Exarples: .

*

Description:

Uses:

Ditficuliies: -

Addiit:on
Comment:

Sex: Male Female
Are you an American citizen? __yes - __ no
Participants are required to answer in the af-

firmative or in the negatlve (or any other

duel: cozbination) to a question based on opin-

ion or on fact (subgect or instruction infor-

‘mation).

When uéing true-false items the researcher is

‘mainly intercsted in the participant identify-

ing non-controversial information. True-false
items are used widely in the Subject Informa-
tiow part of the gquestionnaire.

a small amount of feedback.

not all information is "black sua white."
there might be a specific term or punctuation
constructed unlntenfion¢lly within the ques—
tion to snape the participant'c answer. In

the question "Was Washington D.C. nared after
G. Washington? _t _f," it is obvicus that

the answer is true since the name "W#ashington"
appeared twice.’ However, if the cuestion reud
"Was Washington D.C. naned after our first
Fresident?", the responée would not hove been
so obvious. |

Nost frequently a third category response
would be constructed so to provide the parti-
pant with a neutral response. "Not sure, and

Don't know" are most frequently used.’Is a re~l
tarded child alwuys retarded? _yes_no ‘not sure.
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Item (Checking)

Examples .

Descrij tion:

. Uses:

-

The first U.S. Prosident was

1. __ Thomas Jefferson

2. ____ George Washington

3. ___ John Adams

Tge Inited Nations is in

___ New York City ___ San Fransis
Chicago | - _

'cw many hrs. per week do you syendbp

homework? ‘
1- 2 . 3 4

C Boston

your

Paiticipants are provided with an already con-
structed list of adjectives or st:itements
(just a few words) to check exprescsing thear
opinion. ’ 5

When using multiple-choice items, the rcsearch-

er is interested in having the participant

Difficulties: -

identify the already created response and not
interested in the particivant creating a re-
syonse. '

Quite often the researcher unintentionaily might
forget to include an additional orpiniong there-
fore, the question might not include 2ll pos-
sible responses. _

Also the choices might be gquite irrelevant to
the actual questior. thus foreing tne partici-.
pant to choose a response not of his liking,
but closest to.his view.

It is important for ths researcicr to make sure
that the items are mutually exclusive (that is,
each iten fall in no overlapping categories).
exs (1) .C-1lhrs. (2) l-2hrs. "1" is not mu~-
tually exclusive since it falls into catagor-
ies (#1, #2).
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~Additional

. Coamrent:

3. Ranking Item

“xample:

. Descrirtion:

Use

| #]

4, Reting Item

Example:

ERIC

Aruitoxt provided by Eic:

Difficulties: -

It hao been .ost effective to ada : bla. k.
choice to allow the participant tu write in
# chioice of his own. This will provide the
participént with the freedow and courtesy
to express Lis views cuirpletely wuna .rovide
you with a more concrete (feedback) re-
sponse. |

Rank in terms fron nighest t. lowest in
terms of thsir effectiveness in the winter
climate: ‘ '
rittens
coat
shoes
clothing
hat ‘

Participants are required to selecti soue
sequential order in classifying the given
data (choices).

When using rauxing iters, the research:r is
mainly intcrested in the particinant using ’
suome order puattern in clussifying the data.

when using controversial is.ues, tiere zay

not be auy "right" or "wrong" answers: - your

ropinion‘may be as good as the next man's

tinion. - f
when scoring this type of item, there might
be difficulty and some scoring code is usu-—

‘ally required.

How do you rate the ount of rceading requir-
ed in this adult education course?

1 2 3 4 5 6
Strongly like Very
dislike strongly.

61




Description:

Uses:

Difficulties:

Aaditional

~ Comment:

Essay Item

Examples:

Description:

- 1Jses:

56.

P.rticipants are required to select an opin-

jon closely related to their views based on
the already selected criterid.

When using rating items, the researcher is
mainly interested in the participant using

“the rating scale to express his views.

When rating the choices, the researcher
shonld provide an indication to what the end
numbers are supposed to represent.

The scale shiould consist of numbers between
1 and 4, 5, or 7.

Other identification categories include "de-
finitely no -~ definitely yes", and "very neg-
ative - very positive." DNost participants
have a tendency to choose the center item

'when'having three choices. By having a nuu-

ber between 4 to 7, the researcher will avoid
this type of "rut" reaction: the participant
will be forced to make an extreme choice.

The researcher should be consistsnt and use
one of the three rating styles, not all.

Any additional Commeats?
Do you have any furtner statements?

Participants are required to answer the ques-
tion or statement in any style without any
constraints from the rescarcher. Essay items
appear in the suggestions (or Comments) por-
tion of the questionnaire. '

When using essay items, the researcher is
mainly interested in the participant feeling
free to respond in any format to receive ad-
ditional feedback. -
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" Difficulties: - Since it reauires a long time period to re- .
: ) "spond to an essay question or stuLement,'
. o ” essays should be used parsimoniously.
- Usually essays can not be quuntified.

Topic: The Trial Run

Before d1str1but1ng the questiennaire,.a trial run of the
questionnaire - interview is in order. Select a sample simi-
lar to the sample-population that you will be-using. Diecuss. ”
" and be open for suggestions on how to improve the question~-
‘naire - interview: All instruments can be improved. However,

B} try not to ask friends since the1r opinions might be biased
'based upon fr1endship rather than the instrument. Have some
suthority(ies) read the quest1onna1re (school counswlors,
_community workers, social workers, psychologists, sociologists,
business, and educationel professionals at universities or
living within your community).

Topic: Exarples of Questionnaires

P

‘ In the ne:t few pages, you will be experiencing "appropriate”
as well as "inappropriate" gquestionnaires. To 2id you in de-
veloping your own concepts of "ap" and "inap" questionnaire
formats, the author had devised two forms for your use: "The

 Questionnaire Guidesheet - Content" and "The Questionmnaire
Guidesheet - Style." These aids can be altered dependent up=-
on your own personal concepts of guestionnaire quality.
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. e aestionnaire ‘“itidesheet:Content

‘rolem: (state the rrohlem as how vou scc it)

t
i

f.etter of Introduction:{(check each item which appenrs in ine
- ] letter) '
l.purpose__ _ . '
2.anonymous_
. ' S.return data___
"show to obtain tle results_
S.peer project director simnature__
H,other sicenatures ‘
7eshortness ‘
f8.participant’'s n~me____

-Guestionnaire

Directions: ' .

l.anonvymous
: Tenawer aAll auestions
“ 3.state directions of nhow to answer auestions____
h,state your interests in their orinions

Subject Information:(1list each type of statement)

“J e
.« o
RY

)
.

-
[

L]
v

o ag®))
.

Basic Information:(list each tyne of statement)

' Sur cstions:{state purpese of this nart in relation to the
. Jagic Tnformation lection) : .

Q . V vi G‘i . |
ERIC . | | o .

Aruitoxt provided by Eic:
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The Ouestionnaire Guidesheet:Stvle

n————

1.Is the queqt1onnaire anonymous: yes  no

P,- R -
2,18 t queqt1onnaire as short as: possible: yesy no )
3,Does each aquestion have only one purpose: . yes no

(You should double check the Cuestionnaire
Guideshect:Content's sections on Suh)ect
1nformation and Basic lnformation,)

4,1s the daata quantifiable: vyes no

5,18 the title of the questionnaire"ﬂuestjonnaire": ves no

6 low many formats>are included inthe questionnaire:

ves=no answers

fill-ins_

ranking

multiple choice o o '

open-end _ : ’ T T e, R

7.Did vou utilize any media in the presentation of information'\
yes. no (ie:slides,cards,tape=,etc...,)

8,0id you include the four basic parts of the questionnaire:
yes no ~ ’

9,Nid vou use such words asa:

"guhjects"! - yes no
"evaluatiouns” - yes no
Ydata" | yes no ]

"experimentation” yes no




\ ERIC

Aruitoxt provided by Eic:

| . . 6C.

: D¢
Dear (first name): \te

\Tn the interest of trying to improve our coufses, the
tadult education department at " University is
conducting a survey of student attitudes toward our
courses, With your assistance, we will be able to

c¢ollect information reflecting your opinions that will

be of creat value in counseiing students during °
recistration and in Aavelonine future courses, Inclosed

is a “rief anonymous questionnaire and n self-addressed,
stamred envelope. }'lease return your reply, by Decemher 15,
A wriftcn summary of the results will be made available '
to you unon the reauest to the adult education

devrartment chnirman,

-,

The =success of this nroject depends upon your co-ojecration,

Sincerely,

Student, 'roject Director

br. A., Suapervisor
Dr., €., Supervisor “
hr, £., Chairman




- ~ .. ’ "» . 2 ' L :
. w 1 FEPS B 610
- N / . . -
{ - €
I ., )
tuestionnaire . . ) :
' 2
2 * ’
Nirectians: This oprinion survey is anoavmous, 'ladsc
answer as forthricht asg vossible, and circle only one-: v
answer for ench item, Let you oninions reflect your
attitude toward the adult educhtion courses ygqu arce
taking this seméster at miversitly.,
,’ "‘: h » ’ ' H
1., ‘re vou nin adult ¢ lucation major or ~lannine to be’
ves no
2, iow many adult wducation courses are you, taking this
fall semcster” ' .
1 2 3 Iy 5
3, I.ist code number of all adult eduacation courses :
vou are taking this senecster, - v 2
4, "Ny are vou taking courses. in this departwment? |
‘ 1. 1 wanted to 'take these courses, S ) N
2. Thev were the only courses avajilable that it
L my schedule, . . .
5., “'ow do you rate the arount of rea@jna'requfrud'in
this adult erducation conrge? ,
1 2 .3 4 5 - 6 7 e
stronely like very N -
R . : r
: dislike stronecly .
) ."4 . ;
6, !low many hours on the averace do you spead per week .
on this adult education ecourse? K
1 .2 3 L a . B
0-3hras, h-bhrs, 7<9hrs, 10-12hrs. 13 + hrs,|
/ .7 How (do you rate the evaluation system in your ‘3
adultieducation cHurse? . s "
1T 2 3 4 5 6 7 - T
stronely like very ‘ T
1islike “atronemly : ‘ ‘
. . R "," v -
° | -/ e
v s \’
d !
‘ / | . o
Q ' o ' o . T
ERIC | S ]
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. 4 : ’
.
\ .
. c 1
’ > 3
t -

8. ‘low do you 'rate the evaluation system in your = -~
other adult education coursc? ‘

”

[

1 23

L 5 6 7
« strongly like veryvy
dislike strongly
9. How do you rate the cuality of your professor? ~. .
o . N
1 2 3 y s 6 -7 ,
extremely’ extremely
poor good
10, flow do you rate access to the professor in your
courso” . :
1 2. 3 4 5 & 7 -
absoTutely many oprortunities
no contact for contnact
11. ‘ow o _you rate this course overall as cbmparcd
to a1l other .courses you have taken in collcge at
University and elsewhere?
: 1 2 3 Y 5 6 7
‘ very much very much
’ inferior anuperior
2, Now likely wo1ld you be to recommend this course to
a frjeni? ",’ . - o
1 2 3 4 5 6 7
extremely extremely
unlikely likely
13, Any comments? |
‘ %
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The "estionnaire duildesheet :Contont

3 /
Prohleqn:(state Lhe nroblem as hiow veou sco it) :
7.0 ! -7 m . ? e oy . . N .
L, S€& ,'///'(‘._‘, I s.cvl.“e,r A" SRR PRV RIT
Letter of Iatroduction:(check cach item which appears in the
« letter) co :
L.nurposns [/ o . ,
- o \

2,4nonymous_

Seveturn data o

hohiow to obtain tre cesnlts
S5.peer projoct divector sicuniure
Gontuaryr sirnatures 7 ‘ -
7eabortness v -
Rorarticipant®s n:wme__"»‘/f_

Duestiounnite . .
. B~
Directions:
l,ancuynous /
Conunnter Al guesiions .
Se.atate divectioas »f how to ouswer ou atione VY

houtnte yvour dntevests ia their wrinions v
X N ol

Subject Information:{list ofech tvne o sinteront)

Ao A s Y

]o ‘ ,
Y

‘

rz. Flo. /s g ot PR S

< o0

Yo oA Srivacs S

—~
—
-

[
o f; o N .
6,
' ] N
Basic 'uformation:{list each tyre of statement)
o ' . .
1, wny Fake hes caupg
(" A ‘ .
A S W 1 et l
2% .
Yo 2 sy ;~§‘ ,"(‘,‘_,,{‘.J' P
B : ! a
[' Y """ C e o Fones "",)l' ':~/\1‘5‘-'.",'
N N I St ’ ‘ ‘
’o-»“ XY r:'}k TV pars v U N
(,,rx:w;, PrARQEs0r :
7oy L\, TAZe aL Y R deae » . s
[e) 'IL .
Oy v T NULIRRE

0
e

. 3 ce
eantond! Tnt Selsee .

w - ’ : /
Surcestions: (state mrnnze A7 this vrirt dnvelation to the

. Nasic Toformntion “ection)
’ ‘ C : ST
J AT TR AN TR s e e T
N E
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1
2

Cpestl ()nt}’;\ ive Gatdesnhoctintyle

,

’Q
hyrta tne data puanti Tiohle:

5.Is the ticle of ihe guescionnairetungtiownmaire'

L3

E

S, How many
Ve -no ANLwe;

L [, . .
Cormaty are included fin e quon tionnat e

v

fiil-ins,

ranking
Aultinle choice

opz2u-end
e

7.Did you uti
.no__J (ie:alid

P ]

ooy
9

L]

A EZ
i

e
8,0id you incluile the four b:

yes
G,.hi:l vou use such wards an:

ERIC

ne

|
Mogpebh joct &0
"evaluavions”

"data"
foxperimentation”

|

card

Z'

S

Lhia quesicocnaive and nymous:  yor
: possiblo:
yeor. ~/ 10 e

i
i

/

/

[

me o any medin i[n the pres
g, topcs,ateaeonl

volg _ on o_;/
. {

|
t i
. | /
S : 6 4 * :
b
/
"v ‘\
y , i
i . /’!
v
_no . ‘/
Soreen S \/ /
y (O b _1 LOH“MZV‘.“

-
-

o1s :
. Ts the aquestionaanica ag shovi n
3,008 cach vugsiion have caly one puspose
B 3
(You ‘shoald doulle checlk the Cucglionnaire
Guideshest:Content®s sectiony .2h subject ,/
Tutormation-sad Basic Tuformail Ciig ) R /
o i ' ;
yes \/__ﬂ:xo__‘_.“ R J
L) oyes \! no
. i

!
entation o¥ infermaticn

sic pagrin of the qu/.:s;’tiuun..\ire:

e J
1

/

{

!

J

o~ -no. N A
o /
j

|
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bear\§§gdents: . January 14,1976

In the né*i few. weeks the directors cf the Nivision of
Community Services and Coﬁtinuing Fducation will be
making many decisions about your program, It would
appreciated if you Qould compléta the two evailuation

forms,

Sincerely,

‘Herman C. Turner
Director




Mvision of Comvunity Service anl Continuine "ducntion
Teacher Vvalualion:

"lease answer eacn item frankly and truely, The results
will give information on how you feel about the
instructor and the course, Instructor's performance in
the labs should bhe evaluated as part of the total,
Indicate your evaluation bhy rntlnc the temcher on

each itemn,

A(exce]]cnt) R(néod) C(poor) R(noffrelevant)

1, Yo you favor continued evaluation by qtudontq ves/No
o " Hhality to spenk distinclvy.
5. "ffectivtive use of visual aids
L, Abitity to motivate students and cain
attention readily, ‘
5., Tace of preseatation of materinl,
6. The instructor's ihility to stimulate thought,
7. Tnstructor's ability to clarify material,
: 8. Genuine interest in students,
‘ 9., lroviding for individunl 4differences,
10, Fairness with dealing with students,
11, Availability for individual consultation,
2. The degree to which course lectures, outside
} readincgs, nnd papers complement ench onther,
13, Ability to plan and organize coursc
effectively.,
14, Tnterest and enthusiasm abdut teaching
and subject matter,
15, "stimate as best you can how many times
the instructor was absent during the course,
16, Knowledge of subject matter beines taught,
17« Ability’ fo make classroom work intercsting,
18, Approximate homework time each week
in the course,
19, Fairness of work load,
20. Fairness of teacher's groading system,
21, The fairness and comirehensiveness of
exnms and other evaluative tools,
22, *nlue of textbooks to the course,
23, “uAality of texthooks used,
24, Value of othe materials in re]atlon to
coursc, _ :

T T l'i

~d
)

ERIC

Aruitoxt provided by Eic:




O

ERIC

Aruitoxt provided by Eic:

25, What grade do vou expect to receive in the
course

26, LList the crade vou think you deserve in
the course. l : ‘

27, late the teacher «s he taught the course,

28, Nate this evaluat.on form, '

29, ‘nv other ypertinent comments,

Teacher v “ubject ) . Section

73

67.
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Aruitoxt provided by Eic:

" 68.

The Cuestionunaire Tuildeshecet:Conteut

A2d

Problem: (state the mrohlem .w how you ‘sco it)

Lettor of Introduction:(check cacli item which appecars in the
. lettor)

l.nurprose
2000 ymoﬁ
3erecturn data_
4.,ow 10 obtain the vrosults
5.7cer projret director sicnnture
6,0ther sieanturcs )
7e.8h0ortness

B.participant 's name

Cuestionnaire

Directions;:

1. anonvmons

Deuiswer all agnestions

3.state directions of how to anavor restions
h,state vour dinterests in thedir opininas_ )

e = i

Subject Information:(list ench tvpe of stotement)

P G
.

™A
.

Basic 'mformation: (11t cach {yre of statemont)

Sum-estions:{(staio nur—ase of (Hic voart o relatioan 1o the
Nanda Tnformation Seetien)
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'he “ucstionnaire Guidesheet:Style

1.Ts the questionnaire anonynious: yes no -

2,Is the questionnaire as short as possible: vyes 1n0__
3.,Does cach aquestion have only one purnosc: yes no

(You should double check the Ouestionnaire
Guideshect:Content's sections on Subjcct
Taformation and Basic Information,)

4,1s the dnta quantifiable: yes no

5.,Is the title of the questionnaire'Questionnaire’: es 0
q v

- ceacuge —r e

6.,'ow many formats are included intic questionaairo:

yes-no answers__ - ’
fill-ins___

ranking

multiple choice__ .
open=-end

7.Did you utilize any media in the prescentation of information:
yes__ no (ie:slides,cards,tapes,ctc..eo)

8.,Nid you include the: four basic parts of the questionnaire:
yes_ _no_

-

9,Pid vou use guch words as:

Ugubiects! yes___uno___
"avaluations" yes 110
"data" yes no

. . . ] -t
"experimentation® yas____no




‘V" 70.

Hivisi?ﬁ of Community Service .nd Continuiug ducation
“valuation Form:

Course Title

Tastructor

Term

Tn indicating vour evaluation of our course pPlease use

the following guide: A(excellent) B(gmood) C(fair) D(poor).

i'lease answer each question frankly aad honestly. It is

ot necessary to sien the Fform. : e

¢ 1), "ow would vcu rate the instructor's anhility to
' plau and oreianize the course eflectively

2), llow would you rate the instructor's knowledge
of the subiject matter?

3). !low would you rate his/her enthusiasm
‘ in teaching? . :
. S : ’

L), ‘fow would you rate the instructor's jn}erest
in and availability to students?

'5). %hat did vyou like ahout the course?

6). “hat did you dislike about the course?

'7). In light of vour éxperiece, what suggestions would

vou make for imrrovivne 1be +raec; 42
-
F-l .
~ D
(O

ERIC

Aruitoxt provided by Eic:
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The Ouestionuaire wuideshcecet:Contentl

Problem: (state ihe rroblem as how yvou scco it)

Letter of Introduction:(check cach item which appcars in the

. letter) o
l.purpose
2eanonymons
Je.return data_ ’
’ hohow to obtnin tle vresults_. .
5.necr project director siwnnture__;' <.
6oother sirnaturcs__ . ‘ . '

7eshortness

&,rorticipnotis nnme

Cuestionnaire

Directions:

- 1&anonyous

' ' Teonannwer altl duesiiouvns . o
. 3.8late direcctions of how to ausiwrer nuestions
h,stonte vour ,interests in thedir orininas <

Subject Information:(1ist ~nch tvpe of sintement)

Basic Informatinn:{(list cach tyne of statement)

1
la)

5
h

.-
)

G,

3
° \

N 4

S rations: (state vurnose o i vart v relrtien Lo the
‘ Nagsic fnformatics ~echion)

o  ‘ - ' e .
ERIC . S |

Aruitoxt provided by Eic
.

"
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Aruitoxt provided by Eic:

b

The Oucstionnaire Guidesheet:Style

1.Ts the questiounanire anonymous: yes no

. e

2,Is the questionnaire as short as possible: yes

3.Does each quesiion have ounly one purpose: Yyes no__ .

(You should dovble check the Questionnaire
Guideshect :Content's secctions on Subject
Tutormation and Basic Information,)

4,1s the data acuantifiable: vyes no

5.Is the title of the questdonnmire"ﬂuestionnnira":

no

e

% mo

yes___ no

P )

6."ow many formats arc included in the questiounaire:

yes-no answers_
fill-ins____
ranking
multiple choice_
open-end____ '

7.,Did vou utilize any media in the presentation of information:

yes___no (ie:slides,cards,tapes,etC.ooo)

8,bid you include the four basic parts of the questionnaire:

ves no
9.,hid vou use such words as: St . B
gub jecta” ’ yes no
- "evaluations'” ves no
RN LA O
"data" y2s - no
"experimentaticen" yes__ - no
. .




Advance Preparation

| Topic: Personal Advance Preparartion

‘1. Know what you want,

Throughout the develovment of the interviewing process,
you should be abla to develop a clear picture of what you
want to accomplisn. I call this the "Self-Visual Aware-
ness Cue." Writing_what vou want is not enough - you
nust also perceiﬁeL If an a}chitect;is to build a bridge
he must visually see what he is doing. As ar architect
for'the interview process, you must not oaly develop a
blueprint, but see how it will be used.

2. Know your environmental (iz: community, school, classroorn,
etc.) needs and problems. As an interviewer, you should
make sure that the problem you are studying is worth your
time and effort.‘ If you feel that this project would- be
a waste of time, after talking it over w1th the other in-
terviewers, do not become involved in this project. Youg

‘ -~ lack of enthusiasw will show durlng the interview. Here

. are some Zuidelines: _ . v

a. Try not to intérview already known
ﬁacts-“resedrch‘what you do not
know.

b. Find out if -other comzunities have
researched similar studies.

c. Find out if your local college or
university has researched a similar
study.

d. Read and study your problem care-
fully. |

3. Understand their (the problem's) dlmen51ons- nothing in
life is simpled ) _

a. What are the factors (causes, rea-.

_ sons)- for your problem’>
) " "b. What agencies or people are involv-
‘ ' ed in the problem? '

e

EBJ(;, o | .
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74.

— ﬂ _c. Is thevprobl_em your's {(or yowr group's)?
d. Are there any “good guys" ana "bad
guys" - who, why?

;Lﬁ. Idéntify your own biases, prejudices, and objectives: re-

g

s producing'elements can be nonthreatening to the participant.

v

v
M)
B

5

4
R

5 cognize your biases and try not to eliminate your negative
|\ viewpoints - it would teke too much time! Here is a list
\ of some common and not S0 common biases: People who...

\{ooﬂfw/f/ 7 a. 1nterrupf you .

' ’ b. smoke a cigarette in your fece or
\ while talking :
\ ' ‘ c. play with their cloths whlle talk-

~\ ing or 1isten1ng

\ "d. brag ,

\ : ‘ e. use "I" constantly

\, f. avoid looking you in the eye
- \‘- . g. chew gun while talking

\ h. are non-stop talkers
: i. are too aggressive
j. tap
4 | k. are sloppy
Ag ‘ 1. are ugly .-
' m. are insultive
n. "talk" w1th their hands.
o. are foreign 1ooking
\ p. have acne.,
) q. doodle f
5. Be sure to famlliarize_the projecte' history, goals, people,
etc. You are part of 2 team of interviewers. [People will
expect you to know the basic facts of the project.
6. Know what produces tension. All of the following tension

asvlong as you (as the intervieﬁer) explain their purpose(s):
Forms: help you to remembey‘what duestions must be ask-
ed. ' o ‘ ' )
Tape Recorders (Casmetts): help you to remerber what the
participant has gaid.

- . : -4
@ B . - .




5.

Other People In The Room: to observe the behavior of
: . ' o v |  the inte‘ryiew'ee -2 o0r 3
heads are better than one-
look - fér verbal and non- , /
vero/1 expre551ons. .
Topic: Physical Advance Preparation I//'
1. Select a place for the interview. ‘This could be a home,
a school, a community center, & business office,. etc. -/
" Here are some helpful reminders: | ’ ‘/
a. Is this plaoe nonthreatening to the interviewer
and participant? A relaxing room in a house or a comfort-
able office can put the interviewer and partlcipant much
at ease, whil 8 a bland room can put both parties on the
defensive. 4
b. Can the participant reach the interriew by us or
train (not every person has access to a car)?
¢. Is there parking facilities? |
d. Is the place easy to get to (always provide a map

. . in your Interview Guide Package)?
e ‘ e. Are thair any disturblng noises (construotion,
' RR, etc.)?

2. Practice preparing the intarview room., Try to arrange re-
duotlon or elimination of interruptlons by:
| a. taking the phone off the hook, and
'b. putting a sign outside the door reading -
Interview In Process. kPlease Don't

{ Knock. Any Important Messages Can
Be Written On The Wall-Pad.

Thank You : ‘

—
Try to arrange the seating sc that

a. each person can see (eye-to-eye contact) and hear
the othar person, and
b. each person seated should be and feel comfortable.

81 0
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\ Basically there are three positions which the interviewer- '
., ' participant can be seated: -
‘ ' . interviewer and part101pant on either side of
e table or degk (pan act as a parrier),.
‘ ../ . interviewer seated on the side of

facing the participant, and
/

way from the desk.
A basic misconception interviewerse ﬁave is that desks afe ,°

. interviewer and partlcigan ‘

barriers .and produce ténsion. True, & desk can,ve a ber-
rier, but it can slso provide information by allowing the
pqrticipant to feel that a barrier can exist if he so de-
gires. There are many fzetors that produce tension sueh as
(to nane a few) '
. .the type of desh. A solid tyre of desk, euch as
one that comes to the floor uade of heivy dark wood, creates
=z tough barrier to penitrate. However, a light color desk
that extends to the floor provides the partic*pant w1th an
4 easier comfort. Of course a haif-desk provides less of a
‘ , barrier than a full-length desk, wnile a table provides .
even less of a kqrrier. T
a ' ) . the type of chair. Interviewers seuted in B
hign padded armcnairs nave a perception of autuority (the
- execuative look), while seated 1n a low arr c.air would
provide less of an authoritative look. By having no arm
,krests, the interviewer would have less of an’ authoritative
pﬁrception than that w1th arm resis.
‘ ©. the color of the room. Dark colors usially
produce more tension than 11ght colors.‘ I often equater
dark’ colored rooms with executive offices. |

Topic: #when Shoulu I Interview?

“Ideally, an 1nterview should occur at the pdrticipant 's own
convenience. However, this usually can not be done since maﬁ%
proaects have few interviewers and many participants. Thus,
by providing app01ntment periods, Jou (as the 1nterv1ewer) will

.‘ know who you will bte interviewing prior to the interview

<
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session and that there will be, in fact, a person to be in-

terviewed! WNow, the big question - "When should I inter-

view?"., Answer - hard to sey. There are many factors you
should consider.when selecting a time and day. Here are
just a few general suggestions: | ‘

l, Who is heing 1n1;erV1ewed‘> Housewives and husbands have
different hours, and are usually in different day set<
tings (officq house, school, etc.)

2. The hour. Start'your interviews (during the week day) at
a1t 9 AM and finish at 3 PM (remember houeew1veo usually
have to prepare dinner).

3. The day. DMondavs are usually busy days - whatever people
forge@\to do on Fri., Sat., or Spn., they will tend to do
it on Monday. Fridays are usually week-end reservations -
day -~ people tend to deside on Fridays how they will spend
their week-end. Tues., Wed., and Thursdays are the best
days to intervisw - they are low tension days. sat. and
Sunday are days when people tend to leave their homes -
relaxation and fun dayeo

4. The night. Any time between 8PM and I1PN is good. You
should remember that duys and time should be comsidered
together. A

5. The Season. A Friday night in the winter is different

than a Friday night in the summer.
Winter and Summer: people are 1ndoore and outdooyrs
in the extremes.
Fall and Spring: people are outdoors and indoors
more consistantly. -

6. You. Remenber, as an interviewer, you have a life too!
Inconvenient hours and days can prov1de biased interview
sessions, which will reflect upon the outcome of the pro-
ject. A time/day appointment chart should be provided to
the project erector and to the interviewer. See section
on InterV1ewer Materials.
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" Ending The Interview Process; \\

vT;pic° Distributing,The Questionnaire (Diﬁfer%nt approaches)

1. Mailing the Questionnaire. You should mail the questionw
naire(s) in a self-addressed stamped envelope There will
be fewer questionnaires returned than if handed directly to
each participant and thus returned immedietely However,
since the participant cannot Dbe identified he ﬁ‘ght reply
with increased honesty and less tensipn.! - -

2. Same Setting. By distributing and colleéting thg\question—
nairee;immediately, you will receive avlerge numbéE\of re=

o

turns.”’ However, the participents may not reply honestly
!

for fear of being identified. : \

3. Different Settings. By allowing the participants tq take

home the questionnaire(s), and return it within a ceytain
time period (but to a different setting: suggestion box,
office, otc...), you will receive all of the guestionnaires
"completed (hopefully) and the participants will reply&homu'
¢stly. You can list| the names of the participants reﬂurn—
ing the questionnairLe° however, the envelopes can not be
opened until all of the questionnaires have been returned.
Tt would be a good idea to have the partlc1pdnts ﬂnvolved
%0 insure their peers that the' uuestlonnairee will not\b
»openedt \
“!
\

Tepic: 00@3111ng the Data

You and your fellow interviewers should make sure that all\
he quest1one/are answered. The suggestion or comment por-
tion of the interview/questionnaire need not be answered s;nce
this is always an option. If part1c1pants omit. any anwer(j),
the interview/questlonnalre ¢an not be used. Charts and d

‘agrars can only be made from the completed datal

‘Topic. Analvzing (Evaluating) the Data . y

Team vork is of wost importance when doing reseach. People
involved directly with everyday- .functions of analyzing dataw'
should be contacted for involvement purposes. If your project

i
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is relevent to your commﬁnity_or agency needs,you can alwéys
. seek volunteers to help you. Here are a list of some possible
‘ sources which might be of help to you and your project:

schooi: -counselors, school psycholoéist, district
educational research director, math teacher,
~ computer technologist, science teacher.

community agenecy: 'community counselors, agency di-

| rectors, agency research director, social
o workers.

mayor's office: social'workers, information bureéu.

hoapital: social'workérs, psychologists, in-aervice
education training unit.

social agency: counselors, psychologists.
buisiness computer centers: technologista.

university (college community college): sociologist,
psychologists, counselors, research direetor,
G dean, business instructors, etc.
When presenting material try to

- advertising agencies
- newspaper personnel
- publishing houses
- local print shops

What is most important when analyzing the data is just to re-
port the facts - don't make any wild prediction(s)!

Topie: Writing the Results
When writing the results, it is iwmportant to know who will be
receiving the results. If the results will arnear in a journal,
it is imoortant for you to know which journal the results will
be submitted. Each journal has a style they want you to use
and it will be Jycur responsiblity to find out their writing
style criterias. If the rsults will be submitted to zn in-
stitution, find out how that institution requests the finish

‘ format. It would be ideal if the guthorities (see above topic) at

AN
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the institution can show you prev¢ous examples of acceptable
work. Also find out the various ways of presenting your in—
Aformation. Such m@dias as slides, tapee, or bulletin boards
all have great success. A roport thaet is interesting and un-
ique is a report worth remembering. 'So sellect your media
with caution and ask for opinions! |

Topic: Distributing the Results: v -
As important as it is to enter a workable research atmosphere,
you should make some attempt to leave in the same fashion.
1..If you have promised to provide participants with
the results, you should dc so. '
2. If your research project caused inner-personal
| conflicts and relieve then.
3. Get some feedback from your boss as to the degr@e
of his/her satisfactlon (or dissatisfaction).
4, If your project was a disaster, design a revort
" explaining why it was so6. Whenever, money or time
has besn employed in & project, an explanation (in
writint) of its' results is always required.
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Chapter Six. The Interview Gulde Package

-The Time (Hour/Dey) Appointment Chart
-Interview Personal Data Blank
*The Interview Data Guide

61,
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An interview guide can be of great help to the inter-
viewer since it will aid him in presenting material, as well

‘ as recording it. ' '

When preparing to write an interview guide, the inter-
viewer must oe able to. translate the interview objectives in-
to (1) subgroups, (2) indirect cuestions which might have to
be answered, (3) probes which may be used, and (4) a listing
of relevant answers that might be used.

Suggestions On Writing The Interview Guide: .
l. The Interview Personsl Data Blank could be inailéd to the
" participant along with a letter of introduction. Official
Paper should be used. A location map should provide visu-
al directions on how to find the interview office or room.
2+ The Interview Data Guide should have wide margins and ques~
tions spaced distantly from each other so that the inter-
viewer could write observation notes. :
3. Since a clipped board will most likely be used, the Inter-
view Data Guide pages should not be stapled together until
.> - the interview ls over. When ever stapled, the interviewer
would have to take the Data Guide off the c¢lip, turn the
page, and put it back under tihe clip - thus creating too
much attention! When not stapled together, the interview-
er (without too much attention) would simply slip the Data
Guide page underneath the other pages.

I.D. cards

I.D. (Identification) Cards might, help the interview in that
datum ulready collected can be easily classified. Also, nun-=
bers may be used to conceal those people who wish to remain
anonymnous. )

Carrying Cases

Each participant should have their own carrying case in order
to keep a safe transfer of mater.als from being lost. It can
be embarrassinz 4o finish an interview only later realizing

‘ “thiat you had lost the necessary papers. So to avoid any future

86
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@mbarrassménts, get a carrying caese (plastic folders, paper
carrying cases, etc.). '
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The Time (Hour/Day) Appointment Chart .

‘ The project director should have a chart of each interviewer's
preference time periods. Also each participant should .have a
chart specifying whom they will be intérviewing (either by
number or by name) so that they will be able to review euch
participant's file prior to the interview,

I "'g
Interviewer: 2
T<.” Da’y__ i e e _,__..,_-».__-n....‘,.-.._ JE RO PUE PP ,W?
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S | v. | | !
9 - 9:30 | | o g é
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11 - 11:3C . ) » l : 'i
. 11:30 - 12¢ L. ( x * e :
‘ 12 - 12:30 - .. 5 ‘U N Cc H
12:30 -1 i AU T
1.02:30 I - U
l:io - 2 t ' P ey — k . -
[} H
\ 2 - 2330 | s - ;
-2—-—;-3@ - .3 % 4“_ — - RSN - l. - LA
3 ol 3:,39 ) U ! - . . , L _“‘.,"‘\
3230 =4} o |- 1 . A P 4
4 = 4330 i S G g - ;
8_-- 2:30 ‘ N - 3 % ) i
. ‘8:30 -9 E‘ R P ‘ ,_,_ﬁ_,ﬁi
Y.=.9230 5. . e 4 SR
b ! b .
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Name

'Interv@gw Personal Data Blank

Miss

i

Ms.

Mr.

Address

Age

85,

Identification Code (I.D. cards)

Time of Interviewing

Date of Interviewing

Nm%e of Interviewer

25

[ SR

o
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The Interview Data Guide

-Participant:,,f

‘Interviewer:

Location:
Date:
Tines

(Place Cuestionnaire E;?eﬁ
N
o '1/ ~,&

*
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